
Financial Management - Collections and Accounts Receivable

Welcome to the Enterprise Applications Due Diligence Survey! Your thoughtful response to this
survey will help the Commonwealth to gather information to evaluate potential opportunities to re-
engineer and re-solution common processes in the Commonwealth.  Your input and information is
vital for this project’s success.  Your response is due in five business days. To produce the most

successful response, please read these instructions thoroughly.
Please answer the survey questions as fully as possible using existing policies, procedures,

systems, data and professional experience. If you cannot answer a question using these
resources, you are not expected to go to unusual lengths or use untested methods to gather

information. Simply indicate, where possible, that the information is not available.
If your response does not fit into the space available or you have other information that you would

like to provide, please contact Bob Haugh, Deputy Project Manager,
(William.haugh@vita.virginia.gov, 804/344-8790) for assistance.

If you cannot complete the survey in one sitting, you can save the work you have already entered.
Pressing the “Next" button at the bottom of each page both moves you to the next page and auto-

saves each page as you complete it. Note that the survey page you are working on will not be
saved until you click "Next," so you must click “Next” when you have finished the page if you have

to stop and return later. When you re-enter the survey through your e-mail link, you will be returned
to where you left off.

If data is not readily available or if you have to do some research to fully complete the survey, you
can skip questions and come back to them. Please complete the survey to the best of your ability
and press the "Submit" button to store your survey in the survey database. You can come back to
your survey through your e-mail link and change your answers if the data becomes available. You
are free to edit your submitted survey until we close the survey site.  Please remember that every
time you edit your survey after the first submission, you must press the “Submit” button again to

record your changes.  (Clicking the “Next” button will not auto-save pages when you are editing a
previously submitted survey. Simply press “Submit” again.)

Thank you.  We greatly appreciate your participation!

 
 

This document contains respondents between 1 and 38 inclusive.
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Respondent 1    Submit date: May 11, 2005    E-mail address: ray.ratke@co.dmhmrsas.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 15

2. Billing for the
receivable

 Yes 9

3. Processing the
remittance

 Yes 9

4. Determining if a
receivable is

delinquent

 Yes 9

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 9

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 9
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt Set Off 9

2. Refer Accounts to OAG 9

3. Direct Court Action 9

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

None

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Medicare UGS (Wisc) Part A,
Trailblazers (SC) Part B

4 %

2. Medicaid Dept of Medical Asistance
Services (DMAS)

88 %

3. Federal Entitlements Social Security
Administration

4 %

4. Comercial Insurance Private Insurance Plans 1 %

5. Payor Self Pay 2 %

6. Temporary Detention Orders DMAS for the VA Supreme
Court

1 %

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual System Generated  Yes  No

Business not applicable

Agency not applicable

Federal not applicable

Local not applicable

Other not applicable

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

AVATAR (Creative Socio Medics) Newly implemented

2. Processing
Remittance

AVATAR "

3. Producing
Reports

AVATAR "

4. Billing AVATAR "

5. Center of
Collection Activity

6. Cashiering Facility Accounting Function
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Receipts are posted by individual facility cashiers.  This is not considered a
Accounts Receiveble funciton.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Manual analysis of daily cashier receipts/band deposits to AVATAR reports

13. What is the process for depositing receipts?

Not an Accounts Receivable function

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Not an Accounts Receivable function.  Faciltiy Cashier follows up on NSF checks
independent of AR.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  1

FEIN Not Applicable

Responsible Officer Not Applicable

Debt Validation  1

Reporting on
Results Tracking

Not Applicable

Reporting the
Receivables

Inventory

Not Applicable

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Oldest First with few exceptions, i.e. some commercial insurance plans may specify
specific episodes and/or deny others.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

Complies with policy established by OAG for delinquent referrals.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

Date of obligation until final payments or adjustments.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Check

2. EFT

3. IAT

4. Cash

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice Each account is unique & all necessary steps,
i.e.

Telphone Call written notices, phone calls, field visits, etc
are

Email pursued until the account is resolved.

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. Not Applicable

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 Not Applicable

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Indentification of resources but refusal on the part of liable party to payment.  Also,
property judgements for the purpose of Mediciad eligibility.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  Yes

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off  Yes  Yes

8. Withholding
Services

Not appropriate or
legal

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

Referals to OAG and/or leins upon deat notices
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 1,224 individual
agreements

 No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  No

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. not applicable

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

not applicable

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

DMHMRSAS follows regulations established by the VA Dept of Taxation
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .5

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 5.0

Band - 3 2.0

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. Social Security
Administration

Eligibility

2. CMS Eligibility On-line inquiry

3. DMAS Eligibility Medicaid Application

4. Tax Dept Debt Set Off On-line inquiry

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Not applicable

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Automated Medical Records System

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 2    Submit date: May 11, 2005    E-mail address: david.mawyer@wsh.dmhmrsas.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 No

4. Determining if a
receivable is

delinquent

 No

5. Performing
collection activities
associated with the

delinquent
receivable

 No

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. none

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

na

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. other state agencies CCCA/WWRC/VACSB/Centr
al Office

100 %

2.

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual

Business

Agency agency code  No  No

Federal

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Excel log sheet total receivables are immaterial

2. Processing
Remittance

Excel log sheet total receivables are immaterial

3. Producing
Reports

4. Billing IAT (template online) total receivables are immaterial

5. Center of
Collection Activity

CARS Payments are recorded/received through
CARS

6. Cashiering
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

IAT

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

CARS revenue or expense reimbursements are reconciled monthly to FMS internal
system

13. What is the process for depositing receipts?

Deposits, if any, are recorded on daily deposit certificate

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Make "good" out of Petty Cash funds if it is a state fund deposit.  This occurs less
than 1 time per year.  If it involves a patient fund account, we will charge back the

account (rare event also).
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  1

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1 generally paid within 30 day due dates for
IAT's

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Matched to receivable 1:1

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

na
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

na

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. EFT no

2. Checks no

3. Cash no

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1

Page 34 of 919



28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 1 Again, primarily interagency

Telphone Call 1 Again, primarily interagency

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 0

FY 2004 0

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. na

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 na

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 none

FY 2004 none

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

We utilize debt set off procedures described in CAPPS manual
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  No  No

7.  Tax Set Off  Yes  No 0 0

8. Withholding
Services

 No  No

9.  Other (1)  No  No

10.  Other (2)  No  No
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

na
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. na

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

na

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 $ 0

FY 2004 $ 0

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Procedures followed as prescribed in CAPP manual to utilize debt setoff services
through Dept of Taxation
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2 .0

Band - 3 .0

Band - 4 .0

Band - 5 .0

Band - 6 .0

Band - 7 .0

Band - 8 .0

Band - 9 .0

Contracted Labor .0
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. no

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. no

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

supplies, goods and services to other state agencies

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

none noted

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

not aware of any other than CAPP manual

58. If you have any other concerns or comments about this functional area, please include them
here.

Question 44-45 were left blank.  We estimate that the FTE requirement is less than
1/2 of 1/10 (.05 FTE).

 
Central Office Reimbursement manages all patient billing/receivable functions for

the department
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Respondent 3    Submit date: May 12, 2005    E-mail address: don.blankenship@vdacs.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 11

2. Billing for the
receivable

 Yes 5

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 11

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 11

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 11
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt Set Off (DSO) 1

2. Private Collection firms 1

3. Office of Attorney General (OAG) 1

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Valid identification numbers or no numbers at all (SSN, FEIN, Etc.).  

2.

Valid division information upon which bills are generated.  

3.

Extreme volumes: 5,000 – 8,000 payments being received in only a few weeks

4.

Legal ramifications regarding corporate structures, entities, and bankruptcies

5.

Allowance for appeal process as required by Section 3.1-249.70(F) for the Code of
Virginia makes tracking difficult and may delay collection action.

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Loans, licenses, fines Individuals 14 %

2. All (Fee Schedule) Private Business 63 %

3. Commodities Interagency 4 %

4. Grants Federal Government 14 %

5. Misc Other 5 %

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN (FEIN if applicable -
LLC, etc.)

 Yes

Business FEIN, sometimes a system
number

 No

Agency Agency Number  No

Federal FEIN  No

Local FEIN  No

Other Program areas use
Registrant #, License #,
Program Area Account #

 Yes
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7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

RMS or hardcopy invoice forms

2. Processing
Remittance

RMS or regular revenue process

3. Producing
Reports

RMS (aging, transaction, summary, etc.) RMS reports are used to manually prepare
Quarterly Receivables Report to DOA

4. Billing RMS or hardcopy invoice forms

5. Center of
Collection Activity

All Manual: Division phone calls or letters
(Centrally DSO and referrals)

6. Cashiering Regular deposit process

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Through RMS (Revenue Management System) or /FINSYS (Accounting System)

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Revenue reconciliations between FINSYS and CARS each month.

13. What is the process for depositing receipts?

Central Office: Detailed data is keyed into FINSYS (or RMS feeding into FINSYS)
which feeds CARS.  Deposit Certificates are prepared and an armed courier picks

up the deposit and takes it to the bank.
 

Field Offices: Deposits are made in bulk at a depository bank using a Deposit
Certificate (DC).  Information is sent to Central Office (Finance Office) for keying
summary data into FINSYS which feeds to CARS.  Two Central Office programs

are processed like Field Office Revenue.

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

Revenue to a few source codes are processed via credit card transactions rather
than the normal receipt depositing process.

16. Does the process for depositing receipts vary by location?

Yes

No
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17. If yes, please explain.

See the answer to Question #15.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Bank deducts the check value and assesses a fee against our petty cash.  Client is
contacted for replacement check and is charged the fee as an additional receivable.

19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  3 Good most of the time

Debtor Phone
Numbers

 3 Good most of the time

Debtor
Employment

 3 Good most of the time

Debtor SSN  2 Clients not required to provide.

FEIN  3 They give us this if they have one.
Sometimes we get a few errors.

Responsible Officer  3 Good most of the time

Debt Validation  4 Divisions have good records

Reporting on
Results Tracking

 2 Not done centrally

Reporting the
Receivables

Inventory

 4 Accurate reports produced by Finance Office

Reporting the
Receivables Aging

 4 Accurate reports produced by Finance Office
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20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Specific identification by bill number then FIFO if undeterminable.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

Vary significantly by program.  Late Payment Penalty of 10% (No interest charges).
Penalties can vary based upon Code of Virginia requirements.  See Fee Chart

(Question #1) penalties are included separately in RMS but appear as a total due in
receivables reports.

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

It depends upon the specific program.  Such work is decentralized.  Most penalties
and interest are specific to the initial debt and occur 30, 60, and 90 days after the

debt was due.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Answer to question 24. is really yes and no.  Billable penalties are included in
report; 10% late payment penalties are not curretnly tracked in RMS and not in the

report. A separate charge item; not an increase to the original debt.
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26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks 82 % Third parties (Private
collection agencies, DSO,
OAG) according to CAPP
Manual.

2. Cash 1 %

3. Credit Card 2 % VITA (VIPNet) agreement
using Treasury (web based
credit card paymnents)

4. EFTs 10 % Federal gov't through the
banking system.

5. IATs 5 % CARS

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

3

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2 - 3 30 days

Telphone Call 1 - 2 30 Days

Email Varies Varies

Field Visit Varies Varies

Other:
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29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

Over 90 days old and between $50 and $2,999.
 

Data not available.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. Risk Management
Alternatives, Inc.

15.5% of collected
accounts

36

2.

3.

4.

5.
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1. $ 39,729 $ 14,635

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 Risk Management
Alternatives, Inc.

15.5% of collected
accounts

25

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004 $ 20,386 $ 3,829

1.

2.

3.

4.

5.

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 6 $ 35,140

FY 2004 0 $ 0

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003 $ 3,898 27 %

FY 2004 $ 6,340 27 %
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35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Over 90 days old and over $2,999.  Variations depend upon legal requirements
(Appeals etc.)

36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  No 0 0

2.  Levies  Yes  No 0 0

3.  Garnishments  Yes  No 0 0

4.  Seizures  Yes  No 0 0

5.  License
Revocation

 Yes  Yes unknown unknown

6.  Vendor Set-Off  Yes  Yes 10 25

7.  Tax Set Off  Yes  Yes 23 31

8. Withholding
Services

 Yes  Yes unknown unknown

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens No legal services available on staff.  Attempt at recovery would not be cost effective.  Pursued
by one program area.

2.  Levies No legal services available on staff.  Attempt at recovery would not be cost effective.  Pursued
by one program area.

3.  Garnishments No legal services available on staff.  Attempt at recovery would not be cost effective.  Pursued
by one program area.

4.  Seizures No legal services available on staff.  Attempt at recovery would not be cost effective.  Pursued
by one program area.

5.  License
Revocation

Not tracked centrally since decisions are made independently by the divisions.

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

Not tracked centrally since decisions are made independently by the divisions.

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes Yes, all terms and
situations vary
depending upon the
situation at hand.
Terms are set by the
Divisions.  Such
payment plans are
very infrequent
(every other year or
so).

 No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

1 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

50 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Licenses Yes, required by Code or we revoke or do not
reissue your license.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Reply to all correspondence.  File “Proof of Claim” with the courts.  Cease any
further collection efforts on amount due.  Consider not providing future services if

allowable. 
We receive 20 – 30 bankruptcy notices each year.  Only 5 or 6 notices require us to

file a proof of claim.  With such a small number of claims the amounts can vary
significantly year to year.  An estimate of claims would be $5,000 to $7,000 each

year.  Bankruptcies are not filed by year but alphabetically.  Therefore, it would take
an excessive amount of work to determine the exact numbers by fiscal year.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

DSO as operated by the Department of Taxation with DOA.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2 .0

Band - 3 .3

Band - 4 .4

Band - 5 .2

Band - 6 .2

Band - 7 .0

Band - 8 .0

Band - 9 .0

Contracted Labor .0
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2 .0

Band - 3 1.8

Band - 4 .3

Band - 5 .3

Band - 6 .2

Band - 7 .0

Band - 8 .0

Band - 9 .0

Contracted Labor .0
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2 .0

Band - 3 1.2

Band - 4 .5

Band - 5 .0

Band - 6 .1

Band - 7 .0

Band - 8 .0

Band - 9 .0

Contracted Labor .0

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. Taxation STARS -Address,
Phone Numbers.

On-Line Mainframe  Yes

2. State Corporation
Commission

CIS- Corportate
Office, contact info

Web Based On-Line  Yes

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. Not applicable.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

See agency fee schedule.

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Taxation’s new DSO system would go online.  We could require SSNs for non-
corporate entities.  More communication from the OAG.  Automated data

submission of data to Private Collection Agency.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

Several license fees, inspection fees, and penalties are set by Code of VA.  Some
billings for services are per Federal guidelines. Required appeal process for civil
penalties in accordance with Section 3.1-249.70(F) of the Code of VA delays
collection action on these penalties and makes tracking difficult.

58. If you have any other concerns or comments about this functional area, please include them
here.

CAPP Manual, OAG requirements, Privacy Act, Freedom of Information Act.
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Respondent 4    Submit date: May 13, 2005    E-mail address: william.hawkins@svtc.dmhmrsas.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 No

2. Billing for the
receivable

 No

3. Processing the
remittance

 No

4. Determining if a
receivable is

delinquent

 No

5. Performing
collection activities
associated with the

delinquent
receivable

 No

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 No

Page 74 of 919



2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. None

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

This agency doe not do collections or receivables

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. None

2.

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual None

Business None

Agency None

Federal None

Local None

Other None

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

None

2. Processing
Remittance

None

3. Producing
Reports

None

4. Billing None

5. Center of
Collection Activity

None

6. Cashiering
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

This agency doe not participate in collections or receivables.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

CARS/ARS/FMS

13. What is the process for depositing receipts?

We us a softeware system ACTS

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

Local fund revenue and commonwealth revenue
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Thsi facility doe s not participate in collections and receivables
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address Can not rate

Debtor Phone
Numbers

Can not rate

Debtor
Employment

Can not rate

Debtor SSN Can not rate

FEIN Can not rate

Responsible Officer Can not rate

Debt Validation Can not rate

Reporting on
Results Tracking

Can not rate

Reporting the
Receivables

Inventory

Can not rate

Reporting the
Receivables Aging

Can not rate

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

This agency does not partipate in collections or receivables

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

This agency does not partipate in collections or receivables
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

This agency does not partipate in collections or receivables

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Agency does not participate
in collections or receivables

2.

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

.....................................................................................................................................
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice AgenAgency does not participate in
collections or receivables

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 0 $ 0

FY 2004 0 $ 0

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

This agency does not participate in collections or receivables
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens N/A

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1. 0

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. N/A

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

This agency does not participate in collections or receivables

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Our process in the debt set-off programs deals with employees who have left
employment and received more monies than they should have received. 
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2 .0

Band - 3 .0

Band - 4 .0

Band - 5 .0

Band - 6 .0

Band - 7 .0

Band - 8 .0

Band - 9 .0

Contracted Labor .0
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2 .0

Band - 3 .0

Band - 4 .0

Band - 5 .0

Band - 6 .0

Band - 7 .0

Band - 8 .0

Band - 9 .0

Contracted Labor .0
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2 .0

Band - 3 .0

Band - 4 .0

Band - 5 .0

Band - 6 .0

Band - 7 .0

Band - 8 .0

Band - 9 .0

Contracted Labor .0

50. Does your Agency perform any skip tracing functions?

Yes

No

Page 93 of 919



51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. N/A

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. N/A

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

N/A

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

This agency does not partivcipate in collections or receivables

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 5    Submit date: May 13, 2005    E-mail address: patrick.wilson@dce.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 No

2. Billing for the
receivable

 No

3. Processing the
remittance

 No

4. Determining if a
receivable is

delinquent

 No

5. Performing
collection activities
associated with the

delinquent
receivable

 No

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 No
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1.

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1.

2.

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual

Business

Agency

Federal

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

2. Processing
Remittance

3. Producing
Reports

4. Billing

5. Center of
Collection Activity

6. Cashiering
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

13. What is the process for depositing receipts?

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

Page 103 of 919



16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

A batch is processed through CARS to produce a check to cover the NSF check.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address

Debtor Phone
Numbers

Debtor
Employment

Debtor SSN

FEIN

Responsible Officer

Debt Validation

Reporting on
Results Tracking

Reporting the
Receivables

Inventory

Reporting the
Receivables Aging

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1.

2.

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

.....................................................................................................................................
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

The account must exceed $3,000.00.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

We participate in Taxation's debt set-off program, but have not submitted any
account to them.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 6    Submit date: May 13, 2005    E-mail address: robert.young@trs.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No 0

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Commonwealth Debt Set-off Program 1

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

none

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Insurance Premiums Va state agencies and Va
local governments

2. Insurance company
administrative assessments

insurance companies

3. Bank administrative fee banks and savings & loans
that Va governments use to
make deposits

4. Debt bills and literary loans Va state agencies and  Va
local governments

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual

Business FEIN, NAIC  Yes

Agency state agency number
assigned by DPB and DOA

 Yes

Federal

Local internally assigned number  No

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Excel/CIVITAS/Debt Database/Literary Loan

2. Processing
Remittance

Excel/CARS/Debt Database/Literary Loan

3. Producing
Reports

Excel/CARS/Debt Database/Literary Loan

4. Billing Excel/VAACS/Debt Database/Literary Loan

5. Center of
Collection Activity

6. Cashiering Excel/CARS/Debt Database/Literary Loan
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

manually key on-line to CARS 

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

monthly via CARS downloads through FINDS and Excel spreadsheets

13. What is the process for depositing receipts?

endorsed, logged to Excel subsidiary spreadsheets, prepare deposit tickets, private
carrier takes to bank for deposit, validate deposit ticket from bank, key deposits to

CARS based on daily deposit

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

Unclaimed Property deposit accounting is done in accordance with procedures
established by the agency's Unclaimed Property Division.  All other accounting for

deposits is conducted as outlined previously.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

See answer to 13.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Based on the nature of our customers and clients, very rarely receive a NSF check.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 2

Debtor
Employment

n/a

Debtor SSN n/a

FEIN  2

Responsible Officer  2

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

primarily oldest first

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

none
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

We don't.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Check no

2. interagency transaction
voucher

no

3. wire transfer no

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2 to 3 times 30 to 45 days

Telphone Call occasionally

Email occasionally

Field Visit n/a

Other: n/a

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 300

FY 2004 300

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. none

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 none

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.

Page 133 of 919



34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 none

FY 2004 none

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

N/A
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  Yes  Yes no new claims sent
to set-off

no new claims sent
to set-off

7.  Tax Set Off  Yes  Yes no new claims sent
to set-off

no new claims sent
to  set-off

8. Withholding
Services

 No  No

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

N/A

Page 136 of 919



39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

For insurance companies in liquidation, the OAG handles for Treasury.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

The Commonwealth's debt set-off program administered by the Dept of Taxation.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .1

Band - 4 .2

Band - 5 .1

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .2

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

insurance premiums

2.

debt and literary loan payments

3.

insurance company administrative fee for collateral held

4.

bank adminstrative fee for  VA public deposits held

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

None

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

There are specific state statutes regulating risk management, long-term debt,
insurance collateral, and public deposits that may need to be addressed or
changed.

58. If you have any other concerns or comments about this functional area, please include them
here.

None
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Respondent 7    Submit date: May 13, 2005    E-mail address: david.vonmoll@doa.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 No 0

5. Performing
collection activities
associated with the

delinquent
receivable

 No

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1.

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Payroll/leave services 30+ state agencies 100 %

2. Payables/financial services 3 state agencies 100 %

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual

Business

Agency

Federal

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Manual

2. Processing
Remittance

Manual

3. Producing
Reports

Manual

4. Billing Manual

5. Center of
Collection Activity

6. Cashiering
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

External receipts are deposited to the bank and posted to CARS in summary timely.
 Inter-agency receipts are posted to CARS by the paying agency.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Receipt logs compared to CARS reports

13. What is the process for depositing receipts?

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

n/A
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address

Debtor Phone
Numbers

Debtor
Employment

Debtor SSN

FEIN

Responsible Officer

Debt Validation

Reporting on
Results Tracking

Reporting the
Receivables

Inventory

Reporting the
Receivables Aging

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

N/A

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

N/A
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. IATs 100 %

2.

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

Page 167 of 919



53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 8    Submit date: May 16, 2005    E-mail address: dennis.johnson@governor.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 No

2. Billing for the
receivable

 No

3. Processing the
remittance

 No

4. Determining if a
receivable is

delinquent

 No

5. Performing
collection activities
associated with the

delinquent
receivable

 No

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 No
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. N/A

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

N/A

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. N/A

2.

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual N/A

Business N/A

Agency N/A

Federal N/A

Local N/A

Other N/A

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

N/A

2. Processing
Remittance

N/A

3. Producing
Reports

N/A

4. Billing N/A

5. Center of
Collection Activity

N/A

6. Cashiering N/A

Page 174 of 919



8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

N/A

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

N/A

13. What is the process for depositing receipts?

N/A

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

N/A
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address N/A

Debtor Phone
Numbers

N/A

Debtor
Employment

N/A

Debtor SSN N/A

FEIN N/A

Responsible Officer N/A

Debt Validation N/A

Reporting on
Results Tracking

N/A

Reporting the
Receivables

Inventory

N/A

Reporting the
Receivables Aging

N/A

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

N/A

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

N/A
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. N/A

2.

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

0
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice N/A

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 0

FY 2004 0

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 N/A

FY 2004 N/A

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

N/A
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens N/A N/A

2.  Levies N/A N/A

3.  Garnishments N/A N/A

4.  Seizures N/A N/A

5.  License
Revocation

N/A N/A

6.  Vendor Set-Off N/A N/A

7.  Tax Set Off N/A N/A

8. Withholding
Services

N/A N/A

9.  Other (1) N/A N/A

10.  Other (2) N/A N/A
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens N/A

2.  Levies N/A

3.  Garnishments N/A

4.  Seizures N/A

5.  License
Revocation

N/A

6.  Vendor Set-Off N/A

7.  Tax Set Off N/A

8. Withholding
Services

N/A

9.  Other (1) N/A

10.  Other (2) N/A

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No 0 0  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  No

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. N/A

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

N/A

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Commonwealth of Virginia's debt-off program.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. N/A

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. N/A

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

N/A

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

N/A

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 9    Submit date: May 16, 2005    E-mail address: jim.bowen@dof.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 9

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 9
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Set-off Debt through Dept of Taxations
STARS system

1

2. Water Quality Hearings and final orders 6

3. Warrants in Debt for Fire Suppression 6

4. Send bad debts in excess of $3,000 to the
Attorney General Office

1

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Seedlings Individuals and Planting
Contractors on behalf of
individuals

2. Forestry Services landowners usually an
individual

3. Timber logger usually sole propritors
or other business

4. Forest Fire Protection local county governments

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up

Page 197 of 919



6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN and system generated
account number

 Yes  No

Business FIN and system generated
account number

 No  Yes

Agency FIN and system generated
account number

 No  Yes

Federal FIN and system generated
account number

 No  Yes

Local FIN and system generated
account number

 No  Yes

Other  Yes  Yes
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7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Internal Information Managment System

2. Processing
Remittance

Internal Information Management System

3. Producing
Reports

Internal Information Management System

4. Billing Internal Information Management System

5. Center of
Collection Activity

Manual process receipting and depositing

6. Cashiering none

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

pre-numbered receipts are reconciled in an in-house Information Management
System (IMS); however, all receipts are entered on to Deposit Certificates (DC) and

entered into CARS  

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Monthly to CARS 1623 report 

13. What is the process for depositing receipts?

Report on a letter of transmittal and deposit daily if over $200

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

We have an exception on file that allows our State Forest to deposit weekly - 

18. What is the process for dealing with non-sufficient funds (NSF) checks?

We issue a petty cash check to cover and then seek reimbursement to our petty
cash fund.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1 We have been maintaining an address
database for over 10 years of landowners we
have done business with

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  1 We require SSN up-front when service is
contracted

FEIN  1

Responsible Officer ?

Debt Validation ?

Reporting on
Results Tracking

?

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

10% per annum penalty plus 20% more at point it goes to collection agency
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Part of the whole balance

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. checks

2. credit cards

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice We go by the matrix provided in the CAPP
manual

Telphone Call We go by the matrix provided in the CAPP
manual

Email not used

Field Visit Other than our Water quality penalties which
are difficult to collect, historically we have
good results with collections because our field
foresters see the landowners face-to-face and
rarely do we have a landowner that doesn't
pay their invoice - it isn't always as timely as
we would like but we have very good
response because of the relationship our
foresters have with their customers.

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

Per the CAPP manual - same for all agencies
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. RMA

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

100% of all water quality penalties unless they are failure to notify violations and all
other delinquent receivables over $3,000 
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

water quality and fire suppression
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

It has been a number of years since we had one - we file the papers with the
bankruptcy court 

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Dept of Taxation STARS program
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .5

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .5

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.0

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. DMV address info STARS  No

2. Dept of Taxation address and SSN
info

STARS  Yes

3. VEC last job worked manually  No

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

timber

2.

seedlings

3.

forestry services

4.

water quality violations

5.

fire suppression collections

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 10    Submit date: May 16, 2005    E-mail address: jgargasz.dma@state.va.us

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 3

3. Processing the
remittance

 Yes 3

4. Determining if a
receivable is

delinquent

 Yes 3

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No 0

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt offset process 1

2. Bankrupt debtors 1

3. Bad Address 1

4. Dunning letters 1

5. Bad Check returns and credits 1
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

none

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Federal Government Department of Defense 98 %

2.

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual Name/Address  Yes  No

Business Name and FEIN  No  Yes

Agency Agency code  No  Yes

Federal Project Code  No  No

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

manual process Labor intense

2. Processing
Remittance

CARS Revenue and Deposits reports

3. Producing
Reports

Manual Labor Intense

4. Billing Semi automated tied to cars

5. Center of
Collection Activity

Manual Bank Deposits

6. Cashiering N/A
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Keyed into CARS from the Deposit Certificates.  I guess this was a trick question
and answer. 

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

comparsions of the detailed D.C. records to CARS report of transactions posted

13. What is the process for depositing receipts?

Gather remittances for the day, prepare a bank deposit ticket and a CARS DC, go
to the bank and make the deposit.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

The NSF check is bought back from the bank and communciations is prepared
notifying the payor of the NSF proposed action, debt collection etc and request that

a certified cashiers check be delivered to the agency withing 5 days.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  3

Debtor Phone
Numbers

 5

Debtor
Employment

 3

Debtor SSN  4

FEIN  3

Responsible Officer  2

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 3

Reporting the
Receivables Aging

 2

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Oldest debts receive application of payments first. Federal debts are posted against
first,

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

None
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Part of the whole balance

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash, Checks, IAT's,  EFT's,
Bank transfers

100 % no

2.

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

2
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 1

Telphone Call 2 15 days

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 6 $ 2,550

FY 2004 3 $ 1,500

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0

FY 2004 0

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

When the debtor is no longer responsive we turn the account.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No

2.  Levies  No

3.  Garnishments  No

4.  Seizures  No

5.  License
Revocation

 No

6.  Vendor Set-Off  No  No 0 0

7.  Tax Set Off  Yes  Yes 6 4

8. Withholding
Services

 No

9.  Other (1)  No

10.  Other (2)  Yes
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

n/a
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 18 individualy
negotiatied

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. none

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

With great difficulty

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 1 $ 34,000

FY 2004 1 $ 0

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Tax Department Debt Setoff.

Page 234 of 919



47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .2

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .2

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .2

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. No

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. None

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Services under the Federal/State Cooperative Agreements

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

None

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.

This process is a very small part of the agency financial operations.
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Respondent 11    Submit date: May 16, 2005    E-mail address: jennifer.cavedo@dhr.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 2

2. Billing for the
receivable

 Yes 2

3. Processing the
remittance

 Yes 2

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. none

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Errors on invoices

2.

rekeying data

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................

Page 244 of 919



4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. archives corporation 91 %

2. copies photos corporation 89 %

3. curation corporation 90 %

4. Data Sharing System DSS corporation 71 %

5. Data Sharing System DSS federal 9 %

6. Data Sharing System DSS local and state 17 %

7. Data Sharing System DSS individual 3 %

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual not available

Business

Agency

Federal

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

excel/manual

2. Processing
Remittance

excel/manual

3. Producing
Reports

excel/manual

4. Billing excel/manual

5. Center of
Collection Activity

manual

6. Cashiering manual
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

batched, deposited

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Batch is balanced, reviewed.  CARS reports compared to source documents during
reconciliation.

13. What is the process for depositing receipts?

Deposited daily by 2:00 if over $250 or on Friday

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Bank calls, a petty cash check issued, petty cash reimbursed.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  4

Debtor Phone
Numbers

 4

Debtor
Employment

 4

Debtor SSN

FEIN

Responsible Officer  4

Debt Validation

Reporting on
Results Tracking

 4

Reporting the
Receivables

Inventory

 4

Reporting the
Receivables Aging

 4

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

By invoice #

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

Do not have a issue with past due accounts

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. cash

2. checks

3. IAT's

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 1

Telphone Call 1

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Do not have, but follow the CAPP and AG procedures.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

n/a

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Participate as required in the Comptroller's debt set off program
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor .1
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

curation

2.

archives search

3.

copies

4.

DSS

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

eliminate double keying of receivables

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 12    Submit date: May 16, 2005    E-mail address: jcvandd@abc.state.va.us

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1.

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Have very few collections issues

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Wine Liter Tax Corporations, partnerships,
sole prop

2. Freight Carrier Corporation

3. Sundry Individuals

4. Employee Cash Shortages Individuals

5. Credit Cards Corporation

6. Travel Advances Individuals

7. Bad Checks to Agency

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual Employee number  Yes

Business System generaged number  Yes  Yes

Agency

Federal

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Manual and autoamted

2. Processing
Remittance

Automated

3. Producing
Reports

Automated

4. Billing Manual

5. Center of
Collection Activity

6. Cashiering Automated
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Review error logs, monthly reconciliation

13. What is the process for depositing receipts?

All 300+ locations deposit daility

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Contact is made with licensee by store or regional office.  After 3 days, petty cash
check issued to cover the check and collections process started.  Process includes

certified letters and the use of law enforcement agents.  Also collect NSF fee of
$25.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  3 Rarely, someone moves.

Debtor Phone
Numbers

 2 Very few receivables

Debtor
Employment

 2 Very few reveivables

Debtor SSN  2 Very few

FEIN  2 Very few

Responsible Officer  2 Very few

Debt Validation  2 Very few

Reporting on
Results Tracking

 2 Very few

Reporting the
Receivables

Inventory

 2 Very few

Reporting the
Receivables Aging

 2 Very few

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Oldest first

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

$25 late fee.  Almost none occur.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

After 2 weeks delinquent

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash 1 %

2. Check 1 %

3. Certified Check 98 %

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.

Page 277 of 919



34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off  No  No 11 9

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Done according to Dept. of Taxation
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .3

Band - 4 .2

Band - 5 .1

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.0

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Miniscule amount of NSF checks

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Doesn't apply here.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 13    Submit date: May 16, 2005    E-mail address: thomasdaley@schev.edu

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 No

3. Processing the
remittance

 Yes

4. Determining if a
receivable is

delinquent

 No

5. Performing
collection activities
associated with the

delinquent
receivable

 No

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1.

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Fees for regulating private &
out of state postsecondary
institutions in VA

Institutions wishing to operate
in VA

100 %

2.

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual

Business

Agency

Federal

Local

Other Name of institution, company
or organization

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

2. Processing
Remittance

Deposit made at bank then submitted to DOA

3. Producing
Reports

Excel

4. Billing

5. Center of
Collection Activity

6. Cashiering
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Deposit is made at Bank of America then deposit is processed through DOA

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

With the monthly reports

13. What is the process for depositing receipts?

Deposit made by individual, then coding sheet is prepared and submitted to Budget
& Finance Director for review with backup documentation, then it is submitted to

DOA for data entry to CARS.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

This is very rare since these are institutions applying to operate in VA.  
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

NA

Debtor SSN NA

FEIN NA

Responsible Officer NA

Debt Validation NA

Reporting on
Results Tracking

NA

Reporting the
Receivables

Inventory

NA

Reporting the
Receivables Aging

NA

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

NA

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

NA
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

NA

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks 100 % NA

2.

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Collection of fees for regulating institutions wishing to operate in VA.  Fees
collection with application.

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 14    Submit date: May 16, 2005    E-mail address: debbie.dodson@vita.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt setoff 1

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. All receivables State agencies, localities,
political subdivisions

100 %

2.

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual

Business

Agency

Federal System generated account
number

 No  No

Local System generated account
number

 No  No

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Peoplesoft

2. Processing
Remittance

Peoplesoft

3. Producing
Reports

Peoplesoft

4. Billing Various billing systems

5. Center of
Collection Activity

Peoplesoft

6. Cashiering Peoplesoft
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Most are IATs - posted first to CARS then exported to Peoplesoft.  Some receipts
are checks - first posted to Peoplesoft and then exported to CARS.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Custom automated reports identify discrepancies.  Manual research and resolution.

13. What is the process for depositing receipts?

Checks - record and take to bank.  Create deposit, key to Peoplesoft & export to
CARS.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

State, local & political subdivision checks only - no NSF issues.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  1

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

By specific bill

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

NA

Page 321 of 919



22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

NA

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks

2. Internal funds transfers

3. ACH

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice

Telphone Call 1-2

Email 1-2

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 0

FY 2004 0

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off  Yes  Yes

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

Page 327 of 919



36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

Do not need to take legal actions
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. All VITA pays vendor before billing customer

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

NA

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Vendor debt set-off through the TAX Department
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 1.0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 4.0

Band - 4

Band - 5 1.0

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 1.0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Telecommunications

2.

Computer services

3.

IT Equipment

4.

IT Support personnel

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Consolidate billing systems into one.
 

Make all billing accessible on-line

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 15    Submit date: May 17, 2005    E-mail address: roger.bowling@doav.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1.

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Travel Advance Individual 8 %

2. Flights Other State Agencies 90 %

3. Grants Federal Government 1 %

4. Miscellaneous Corporation, Individual, Local
Government

1 %

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN

Business FEIN

Agency FEIN

Federal

Local FEIN

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Manual Process

2. Processing
Remittance

Manual Process

3. Producing
Reports

Manual Process A/R Report produced in Excel

4. Billing Manual Process Invoices and IATs

5. Center of
Collection Activity

Manual Process

6. Cashiering Manual Process

Page 342 of 919



8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Deposits are keyed into CARS; Travel advances liquidated in CARS; IAT credits are
keyed into CARS; All post on the 401 Report.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Actual deposit batches are reconciled to CARS; Flight charges reconciled to
revenue reports generated from CARS data; Voucher containing travel advance

liquidation reconciled to CARS.

13. What is the process for depositing receipts?

Cash/check receipts are recorded on a deposit transmittal form; Deposit is made at
the bank; Deposit slip, bank receipt and documentation are attached to the

transmittal form.  It is batched and keyed into CARS.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

We have not had to deal with non-sufficient funds. 

Page 344 of 919



19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  2

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

By type

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

We have never charged any fees.

Page 345 of 919



22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash 1 % No

2. Check 29 % NO

3. Electronic funds transfer 70 % NO

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 1 Infrequent

Telphone Call 1 Infrequent

Email 0

Field Visit 0

Other: 0

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 0

FY 2004 0

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0

FY 2004 0

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  No  No

7.  Tax Set Off  No  No

8. Withholding
Services

 No  No

9.  Other (1)  No  No

10.  Other (2)  No  No
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

State debt set-off programs managed by Dept of Accounts and/or Dept of Taxation.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Aircraft flights

2.

FOIA Requests

3.

Employee Training Expenses

4.

Airport Project Costs

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Automate the billing process.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 16    Submit date: May 17, 2005    E-mail address: jane.mccroskey@mrc.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1.

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Insufficient Fund Checks Individual 100 %

2.

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN  No

Business

Agency

Federal

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Manual

2. Processing
Remittance

Manual

3. Producing
Reports

DOA Accounts Receivable System

4. Billing Access Database

5. Center of
Collection Activity

6. Cashiering Manual
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Keyed into CARS manually via deposit process.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Reconciled manually on a weekly and monthly basis.

13. What is the process for depositing receipts?

State CMIA guidelines.

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Bought back by the agency with petty cash funds.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 3

Debtor
Employment

 1

Debtor SSN  1

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

n/a

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

None except provided in the Code of Virginia for the oyster ground leasing process.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

None except provided in the Code of Virginia for the oyster ground leasing process.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Penalties are included with the oyster ground rent revenue collected.

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash 30 % No

2. checks 70 % No

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

2

Page 370 of 919



28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 3 Prescribed by Code of Virginia

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0

FY 2004 0

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

n/a
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens 0 0

2.  Levies 0 0

3.  Garnishments 0 0

4.  Seizures 0 0

5.  License
Revocation

1 1

6.  Vendor Set-Off 0 0

7.  Tax Set Off 0 0

8. Withholding
Services

0 0

9.  Other (1) 0 0

10.  Other (2) 0 0
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Insufficient Fund Check

2. Oyster Ground Rent & Penalties If not debts are not paid by June 30 of each
year, oyster ground leases revert back to the
Commonwealth.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

n/a

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Commonwealth Debt Setoff Program, Dept of Taxation.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5 .1

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5 .1

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. n/a

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. n/a

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Commercial Fishermen Licenses

2.

Oyster Ground Leasing

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 17    Submit date: May 17, 2005    E-mail address: camato@vmfa.state.va.us

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. No additional Processes

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

None noted

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Accounts Receivable Individual 50 %

2. Accounts Receivable Corporation 20 %

3. Accounts Receivable Another State Agency 10 %

4. Accounts Receivable Other 20 %

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual Name & Address  No  No

Business Name & Address  No  No

Agency Name & Address  No  No

Federal Name & Address  No  No

Local Name & Address  No  No

Other Name & Address  No  No

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

2. Processing
Remittance

3. Producing
Reports

4. Billing

5. Center of
Collection Activity

6. Cashiering
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

By Deposit Certificates(DC'S) keyed on line daily.
Batch Type 7

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

DC's are checked against CARS Weekly reports by Budget analyst, Fiscal Tech Sr.
and Accounting Manager.

13. What is the process for depositing receipts?

Cash Reports are submitted daily, audited by Fiscal Tech and key on-line.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Cashier collects the NSF check from bank.  Payer is notified and check is
redeposited if funds are available.  
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  4

Debtor Phone
Numbers

 4

Debtor
Employment

 1

Debtor SSN  4

FEIN  4

Responsible Officer  4

Debt Validation  1

Reporting on
Results Tracking

 2

Reporting the
Receivables

Inventory

 4

Reporting the
Receivables Aging

 2

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Oldest First

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

None
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks 45 % No

2. Visa & Master Card 45 % No

3. Cash 5 % No

4. Electronic Funds Transfer 5 % No

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2

Telphone Call 2

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 10 $ 2,000

FY 2004 5 $ 1,000

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 N/A

FY 2004 N/A

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

N/A
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  No  No

7.  Tax Set Off  Yes  No

8. Withholding
Services

 No  No

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. N/A

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

N/A

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .2

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .2

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 .5

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No

Page 405 of 919



51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. N/A

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. N/A

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Photo Images

2.

Educational Tapes

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Centralized billing and collections technician.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 18    Submit date: May 17, 2005    E-mail address: janice.rankin@vsdbs.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1.

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. grant reimbursement Dept of Education 80 %

2. school breakfast & lunch
reimbursement

Dept of Education 10 %

3. rent VDDHH 3 %

4. rent DBVI 3 %

5. other

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual system generated account #  Yes

Business system generated account #  No  Yes

Agency system generated account #  No  No

Federal system generated account #  No  No

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Excel spreadsheet

2. Processing
Remittance

most are received thru CARS reports

3. Producing
Reports

4. Billing majority are mailed IAT's

5. Center of
Collection Activity

6. Cashiering receipted & put in CARS as deposit
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

through deposit 

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

receipts are checked against deposits which are checked against CARS 401
reports

13. What is the process for depositing receipts?

funds are receipted by cashier; deposit slip is prepared by cashier; deposits is taken
to bank by procurement; payroll enters deposit into CARS; business manager

reviews and releases deposit batch

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

DOA handles that
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 2

Debtor
Employment

 1

Debtor SSN  1

FEIN  1

Responsible Officer  2

Debt Validation n/a

Reporting on
Results Tracking

n/a

Reporting the
Receivables

Inventory

n/a

Reporting the
Receivables Aging

 2

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

applied to specific receivable

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

none

Page 417 of 919



22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

n/a

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. cash 5 % no

2. check 20 %

3. internal funds transfers 75 %

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

2
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice until paid or resolved 2 months

Telphone Call

Email until paid (generally state agency) 1 month

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004 5 $ 10,000

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 none

FY 2004 none

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

do not place accts with OAG
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No

3.  Garnishments  No

4.  Seizures  No

5.  License
Revocation

 No

6.  Vendor Set-Off  No

7.  Tax Set Off  No

8. Withholding
Services

 No

9.  Other (1)  No

10.  Other (2)  No
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

have not had any accounts go into bankruptcy

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5 .0

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 .3

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 .1

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

grant reimbursement

2.

school breakfast & lunch reimbursement

3.

rent

4.

personnel expense

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.

VSDB-S has had significant trouble getting a/r payments from DOE.  While the 30
day prompt pay regulation applies to IAT's, it is not tracked.  I would like to see

IAT's tracked for prompt pay and agencies listed in the quarterly compliance report
for noncompliance.

Page 433 of 919



Respondent 19    Submit date: May 17, 2005    E-mail address: bob.weaver@dhrm.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. N/A

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Premiums - WC Agencies 100 %

2. Premiums - HI Agencies 100 %

3. Training classes Agencies 100 %

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN  Yes  No

Business

Agency Agency Number  No  No

Federal

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Access

2. Processing
Remittance

Access/CARS

3. Producing
Reports

Access

4. Billing Access

5. Center of
Collection Activity

N/A

6. Cashiering N/A
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Revenue by Batch

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

13. What is the process for depositing receipts?

Rec'd by DHRM, deposited to state bank account, and entered to CARS

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

N/A
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  1

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

N/A

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

N/A
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks 10 % No

2. IATs 90 % No

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2 30 days

Telphone Call 2 60 days

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.

Page 444 of 919



33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 N/A

FY 2004 N/A

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

N/A
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

N/A
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. WC & HI premiums Due on presentation

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

N/A

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .2

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

WC & HI Premiums

2.

Training class tutition

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 20    Submit date: May 17, 2005    E-mail address: stephen.walz@dmme.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 3

2. Billing for the
receivable

 Yes 3

3. Processing the
remittance

 Yes 2

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 2
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt setoff (Vendor and Tax) 1

2. Refer to the Office of Attorney General (OAG)
Collection

1

3. Recordaton of liens 1

4. Bond forfeiture 3

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

OAG's criteria for collection

2.

Unwillingness of collection agencies to take on accounts

3.

Locating the violator

4.

Identifying assets of the violator

5.

Bankruptcy of the violator (specifically forfeiture of performance bonds)

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Interagency Transfers State agencies and
institutions

1 %

2. Federal (Grant) Federal Grantor agencies 85 %

3. Travel advances Individual employees 1 %

4. Bond forfeitures Mineral extraction operators 6 %

5. Civil Penalties Mineral extraction operators 7 %

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual Internally assigned document
numbers

 Yes  No

Business System generated account
number (permit number)

 No  Yes

Agency Agency codes  No  Yes

Federal Grant number  No  No

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

DMME Automated ERP and EXCEL Excellent systems

2. Processing
Remittance

DMME Automated ER Excellent systems

3. Producing
Reports

DMME Automated ERP and EXCEL Excellent systems

4. Billing DMME Automated ERPand EXCEL Excellent systems

5. Center of
Collection Activity

DMME Automated ERP Excellent systems

6. Cashiering DMME Automated ERPand IC VERIFY Excellent systems
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

* Receipt reports are generated at service area locations where receipts are
accepted.

* Deposit information is developed and funds are deposited.
* Deposit information is entered into online CARS at a central location.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Reconciled monthly by revenue source code.  Information generated from DMME
ERP.

13. What is the process for depositing receipts?

Deposits are prepared daily and delivered to an approved depository bank for the
Commonwealth.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

CAPPS Manual, Topic Numbers 20205 and 20330 are strictly adhered to.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  3 Some debtor addresses are difficult to keep
current.

Debtor Phone
Numbers

 3 Some debtor phone numbers are difficult to
keep current.

Debtor
Employment

N/A

Debtor SSN N/A

FEIN  1 Required information.

Responsible Officer  1 Required information.

Debt Validation  1 DMME Internal Automated Systems provide
complete and accurate receivables data.

Reporting on
Results Tracking

 1 DMME Internal Automated Systems provide
complete and accurate receivables data.

Reporting the
Receivables

Inventory

 1 DMME Internal Automated Systems provide
complete and accurate receivables data.

Reporting the
Receivables Aging

 1 DMME Internal Automated Systems provide
complete and accurate receivables data.

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Each payment is directly applied to its respective receivable transaction.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

None.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash No.

2. Checks No.

3. Electronic Funds Transfer Yes.  ACH for Federal funds.

4. Internal Funds Transfers
(IAT)

No.

5. Credit cards Bank

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 4 15-30 days

Telphone Call 0

Email 1 As needed.

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 127 $ 33,868

FY 2004 191 $ 58,868

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 None

FY 2004 None

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

OAG's criteria require receivables placed with them be at least $3,000 and
collectible.

Unpaid civil penalties for forfeited permits are considered uncollectible.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  Yes 17 99

2.  Levies  No  No

3.  Garnishments  Yes  Yes

4.  Seizures  Yes  Yes 2 2

5.  License
Revocation

 Yes  Yes 2 2

6.  Vendor Set-Off  Yes  Yes

7.  Tax Set Off  Yes  Yes 10 10

8. Withholding
Services

 Yes  Yes

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens In force for 20 years.  Not very productive.

2.  Levies

3.  Garnishments None in last two FYs

4.  Seizures Residual bond forfeiture funds seized for unpaid civil penalties.

5.  License
Revocation

Permits are revoked.

6.  Vendor Set-Off None in last two FYs

7.  Tax Set Off DMME follows state established guidelines.

8. Withholding
Services

None in last two FYs

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 12 Varies  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  No

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

1 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

100 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Interagency Transfers Only handled as payment in full.

2. Temporary Travel Advances Required in full in accordance with CAPP
manual.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

DMME works with the OAG to determine course of action.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

* Tax Debt Setoff
* Vendor Debt Setoff
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .3

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 .1

Band - 3 .1

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. Federal Applicant
Violator System

Parent companies;
Addresses

Online  No

2. State Tax Debt Setoff Name, Address,
Telephone number
and SSN

Online  Yes

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. Office of Surface Mining
Applicant Violator System

Company name, amount of
penalty, and permit number.

Online

2.

3.

4.

5.

6.

Page 480 of 919



55. Please list the goods and services for which your Agency is billing.

1.

Civil penalties

2.

Bond forfeitures to surety companies and/or banks

3.

Federal grant funds

4.

Goods and services provided to other state agencies.

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

None recommended.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

Compliance with OSM Applicant Violator System requirements.

58. If you have any other concerns or comments about this functional area, please include them
here.

DMME has tried to contract with collection agencies, but none will take on our
accounts.
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Respondent 21    Submit date: May 18, 2005    E-mail address: joe.damico@dgs.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 17

2. Billing for the
receivable

 Yes 11

3. Processing the
remittance

 Yes 4

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 9

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. debt set off 1

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

integration of systems 

2.

receiving sufficient data to correctly apply payments

3.

errors in posting of payments

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. State agencies 85 %

2. Local goverments 10 %

3. other 5 %

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual System generated customer
number

 Yes

Business System generated customer
number

 Yes  Yes

Agency System generated customer
number

 No  No

Federal System generated customer
number

 No  No

Local System generated customer
number

 No  Yes

Other System generated customer
number

 Yes  Yes

Page 486 of 919



7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Multiple Depends on business line

2. Processing
Remittance

PeopleSoft

3. Producing
Reports

PeopleSoft

4. Billing Multiple Depends on business line

5. Center of
Collection Activity

PeopleSoft

6. Cashiering PeopleSoft

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

automated interface

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Batch totals in CARS are compared to Batch totals in internal system

13. What is the process for depositing receipts?

Receive and endorse checks  
prepare daily deposit register  
prepare bank deposit ticket   

take depositto bank   

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.
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18. What is the process for dealing with non-sufficient funds (NSF) checks?

receive notification from bank  
set up receivable  

notify payor of amount owed  
follow up in not repaid   

19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  2

Debtor Phone
Numbers

 2

Debtor
Employment

Debtor SSN  2

FEIN  2

Responsible Officer  2

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

by invoice number   
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21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

$25 on nsf checks   
 

other as permitted by code     

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

determined by business line management   

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

part of a whole balance

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. cash 1 % no

2. check 13 % no

3. EFT 1 % no

4. credit card 10 % no

5. Interagency transfer 75 % no
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27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

3

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 3 30 days

Telphone Call as needed as needed

Email as needed as needed

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 1,800

FY 2004 1,800

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.

Page 493 of 919



34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 2

FY 2004 2

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

per CAPP manual
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

have not had any

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Comptroller's Debt set off   
Tax Debt set off
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.0

Band - 4

Band - 5 .2

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 4.0

Band - 4 1.0

Band - 5 .2

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 2.0

Band - 4 1.0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

procurement training; lab testing; parking; 

2.

graphic design services; sale of food and janitorial supplies;

3.

surplus property; building rent; building maint and repair;

4.

capital project reviews; vehicle rentals  

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

improve integration of systems  

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 22    Submit date: May 18, 2005    E-mail address: bill.price@dcr.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt set off 1

2. Obtaining valid address 1

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

no automatic notification and generation of past due letters, so letters go out as time
permits

2.

no integration of the accounts receivable database and other financial systems

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Interagency receivable various state agencies 93 %

2. federal grant receivable various federal agencies 1 %

3. vendor receivable private businesses 6 %

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual customer #  Yes  No

Business customer #  Yes  Yes

Agency customer #  No  No

Federal customer #  No  No

Local customer #  No  No

Other

Page 510 of 919



7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

microsoft Access invoices are generated manually and then
input into an Access database

2. Processing
Remittance

manual/Access payments are logged, then input into IDSS to
be uploaded to CARS, copies of the checks
are manually input into Access

3. Producing
Reports

manual/Access queries are run within Access which are then
manually adjusted to meet DOA reporting
needs

4. Billing manual all billing is done manually, invoices may be
prepared by operating divisions or finance

5. Center of
Collection Activity

manual letters are being automated, but the process
must be manually initiated

6. Cashiering

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Receipts are keyed into a system called IDSS (all agency vouchers, whether DCs,
travel, inovices, or deposits, are keyed into IDSS imarily a procurement system).

They are then uploaded into CARS daily.  Receipts are also keyed into an Accounts
Receivable access database.

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Monthly reports are run which are reconciled by both finance and operating
divisions to the Deposit Certificates created to record revenue received.

13. What is the process for depositing receipts?

All checks received in Richmond come to a central location and are logged in.
These checks are then routed to another employee who creates a deposit

certificate, a deposit slip and enters the receipt of cash into IDSS.  The checks and
deposit slip are taken to the bank by the second employee.  The information on the
Deposit Certificate is entered into IDSS and is reconciled to the cash log by the first

employee.

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.
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18. What is the process for dealing with non-sufficient funds (NSF) checks?

NSF checks can occur from either retail sales or from invoicing.  If the checks are
from retail sales, they are entered into the accounts receivable database along with
a NSF fee and collected like normal receivables.  if the NFS was received to pay off
an existing invoice, the invoice is changed to unpaid and an NSF fee is added to the

balance due, then the invoice is considered past due and treated accordingly.

19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  4 Many of our collections come from state park
parking violations and an address must be
found using DMV records.  Also a number of
the accounts receivable accounts come from
NSF checks as a result of a retail sale and the
address on the check is incorrect.

Debtor Phone
Numbers

 4 same as above

Debtor
Employment

 4 same as above

Debtor SSN  4 same as above

FEIN  2 When dealing with a regular vendor, obtaining
the FEIN is generally not a problem.

Responsible Officer N/A

Debt Validation N/A

Reporting on
Results Tracking

N/A

Reporting the
Receivables

Inventory

 2 A certain amount of manual adjustment to the
results from the access database is
necessary

Reporting the
Receivables Aging

 2 Same as receivables inventory
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20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Payments are applied to specific invoices whenever possible.  Otherwise, they are
applied to the oldest outstanding invoice.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

The current fee for NSF checks is $35.

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

The fee for NSF checks is applied at the time the bank notifies us of the NSF check.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

NSF check charges are included in the whole balance.
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26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. cash  % Cash is very rarely received
for payment of invoices

2. check 1 %

3. electronic fund transfer 2 % Primarily for payments from
federal agencies for grant
payments

4. interagency transfers 97 % Largest % of dollars collected

5. credit cards  % Credit cards payrments are
rarely received for payment
of invoices

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

3

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 3 30 days

Telphone Call varies until payment is put into debt set off

Email occasionally until payment is put into debt set off

Field Visit never

Other:
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29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. n/a

2.

3.

4.

5.
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 n/a

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0

FY 2004 0

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004
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35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

We follow DOA accounts receivable policy.

36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No  No

3.  Garnishments  Yes  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  Yes  Yes

7.  Tax Set Off  Yes  Yes

8. Withholding
Services

 Yes  Yes

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off amount combined with debt set off with a balance of $16000

7.  Tax Set Off amount combined with debt set off with a balance of $16000

8. Withholding
Services

unknown-whenever a vendor is past due the operating agency is informed to withhold services
until payments are up to date

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

to garnish wages you must obtain a court order.  this has been done on rare
occasions 
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No 0

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

only one account has claimed bankruptcy in 5 years.  the individual was asked to
produce the bankruptcy judgement to determine whether state debts were included.
 the individual never produced the judgement, so the debt remained in debt set off.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

DCR participates in both the vendor debt set off and tax debt set off plans
implemented by the state. 

All invoices greater than 90 days past due and with good SSNs or FEINs are added
to debt set off. 

DCR is notified when collections have been made through debt set off and the
appropiate entries are recorded in accounts receivable and CARS
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5 .2

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5 .1

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book Manual

Credit Bureau

411

Agencies - Federal

Agencies - State DMV records

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book  No

Credit Bureau

411

Agencies - Federal

Agencies - State  No

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. DMV Address Online system  Yes

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

non point source pollution training classes and manuals

2.

rare species inventories

3.

state and federal grant reimbursements

4.

general obligation bond proceeds reimbursements

5.

parking violations and NSF checks

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Agencies are essentially left to their own devices when it comes to accounts
receivable (AR).  Smaller agencies, such as DCR, have limited resources to

develop AR systems, but have must generally spend significant resources to track
and monitor large volume, small dollar receivables.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................
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58. If you have any other concerns or comments about this functional area, please include them
here.

This survey was answered in relation to invoicing and collection efforts.
 

DCR has significant cash and credit card collections that occur at each of our 33
state parks and at our Richmond Reservations Center.  However, these functions

are collected either in advance or at the time of service, and no accounts
receivables are created as a result of these activities.
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Respondent 23    Submit date: May 19, 2005    E-mail address: james.sacher@vadoc.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No 0

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt offset 1

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

pricing discrepencies

2.

partial shipments

3.

incomplete orders

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................

Page 533 of 919



4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Sale of goods/services State agency 62 %

2. Sale of goods/services Cities,Towns,counties 34 %

3. Sale of goods/services not-for-profits/misc
corporations

4 %

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual n/a

Business system generated # within a
defined range

 No  Yes

Agency agency#  No  Yes

Federal system generated # within a
defined range

 No  Yes

Local system generated # within a
defined range

 No  Yes

Other system generated # within a
defined range

 No  Yes
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7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

syteline automated system's A/R module

2. Processing
Remittance

syteline automated system's A/R module

3. Producing
Reports

syteline automated system's A/R module

4. Billing syteline automated system's A/R module

5. Center of
Collection Activity

syteline automated system's A/R module

6. Cashiering n/a no cash received

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

check/EDI receipts are maually posted in CARS.
 

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Take 1471 CARS report , take out 901, 902, and 962 a/c's and compare to cash
account activity in Syteline, accounting for non-customer receipts/journal entries

reconciling any differences.

13. What is the process for depositing receipts?

The customers account/invoice is credited for the receipt in Syteline. CARS data
enrty is then manually done. For checks received, a daily deposit log is prepared by
the executive secretary. The log is forwarded to Accounting, where the deposit slip

is prepared. The Business Mgr. takes the deposit to the bank.

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.
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18. What is the process for dealing with non-sufficient funds (NSF) checks?

n/a

19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN n/a

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Payments are applied against specific invoices. VCE does not receive generic
payments against an account.
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21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

Typically n/a. VCE reserves the right to charge 1.5%/mo late fee but since late
invoices are usually related to quality issues these charges are not applied.

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

see 19 above. VCE has not charged late fees in several years.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

If a late fee is charged, the system shows it as a separate charge on the customer's
account.

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. IAT 66 % no

2. checks 33 % no

3. credit card 1 % Verisign/VIPNET

4.

5.
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27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice unlimited 30 days until cleared

Telphone Call unlimited 10-14 days, as required

Email unlimited 10-14 days, as required

Field Visit n/a

Other: n/a

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 See Department of
Corrections survey

 % $ 0  %

FY 2004 See Department of
Corrections survey

 % $ 0  %

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003 $ 0  %

FY 2004 $ 0  %

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

After all internal efforts to collect or resolve issues with non-state customers, the
matter may be turned over to the AG. Internal efforts would likey last for 120

days.VCE has only resorted to this 1-2 times in the last 12 years.

Page 543 of 919



36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  No  No

7.  Tax Set Off  No  No

8. Withholding
Services

 No  No

9.  Other (1)  No  No

10.  Other (2)  No  No
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens action not required

2.  Levies action not required

3.  Garnishments action not required

4.  Seizures action not required

5.  License
Revocation

action not required

6.  Vendor Set-Off action not required

7.  Tax Set Off action not required

8. Withholding
Services

action not required

9.  Other (1) action not required

10.  Other (2) action not required

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

Page 545 of 919



39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 24

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

2 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

2 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. From sales/services payment due in full typically 30 days from
fulfillment

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Since most of our customers are state/municipalities this is very rare. The only time
it happened debt-setoff was used and the matter refered to the AG's office. The

customer was immediately put on hold.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 $ 0

FY 2004 $ 0

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Accounts are forward via the Department of Corrections for the vendor debt set-off
program. Again, this is seldom required.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.0

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

Page 548 of 919



48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 2.0

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. n/a

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. n/a

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

wood/metal furniture

2.

office systems

3.

textiles/shoes

4.

laundry

5.

other misc services /goods to include Print, dentures, vinyl binders, silk screening,
automotive services, license tags, microfilm, optical

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

eVA is not user friendly. We need better interface with eVA and our web site to aid
the order entry process. Interfaces with CARS would be helpful also.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

Restricted customer base

58. If you have any other concerns or comments about this functional area, please include them
here.

VCE's system (Syteline) is a fully integrated system that impacts various
departments/modules.

Page 554 of 919



Respondent 24    Submit date: May 19, 2005    E-mail address: steven.combs@dvs.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 3

2. Billing for the
receivable

 Yes 3

3. Processing the
remittance

 Yes 3

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No 0

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 3
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Refunds Processing 1

2. A/R Corrections 1

3. Write-Offs 1

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

The debt write-off/collections policy, re: use of OAG, is cumbersome and time
consuming and less than effective.

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Medicare Federal

2. Medicaid State

3. Private Pay Individual

4. Burial Fees Federal

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN

Business

Agency

Federal Provider # / Medicare

Local Provider # / Medicaid

Other Medical Record Number

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Achieve & Manual Process VVCC = Achieve, Cemeteries = Manual
Process

2. Processing
Remittance

Achieve & CARS VVCC = Achieve, Cemeteries = Manual
Process

3. Producing
Reports

Achieve

4. Billing Achieve & Manual Process VVCC = Achieve, Cemeteries = Manual
Process

5. Center of
Collection Activity

Achieve

6. Cashiering N/A
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

As revenue collected with a revenue code supplied by VVCC and both cemeteries.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Internal Financial Log in Excel.  Financial Log is also reconciled with the monthly
Achieve report.

13. What is the process for depositing receipts?

Checks/Monies collected on daily basis by VVCC, spreadsheet updated daily by
Business Office Manager at VVCC, checks/monies and spreadsheet given to DVS's

Accounts Payable department on daily basis.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

VVCC Business Office Manager collects monies from responsible party.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  2

Debtor Phone
Numbers

 2

Debtor
Employment

 2

Debtor SSN  2

FEIN  2

Responsible Officer  3

Debt Validation  3

Reporting on
Results Tracking

 2

Reporting the
Receivables

Inventory

 2

Reporting the
Receivables Aging

 2

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

If money is from SS check or VA Benefits, it must be applied to current month
unless otherwise specified.  If money is from Medicare/Medicaid/Insurance, it is

applied to DOS specified.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

N/A
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks 99 %

2. Cash 1 %

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

4
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice Every 2-4 Weeks

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004 2,025

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004 22 $ 396,103

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Unable to be collected in-house - no response, etc.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens 0 0

2.  Levies 0 0

3.  Garnishments 0 0

4.  Seizures 0 0

5.  License
Revocation

0 0

6.  Vendor Set-Off 0 0

7.  Tax Set Off 0 0

8. Withholding
Services

0 0

9.  Other (1) 0 0

10.  Other (2) 0 0
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 12

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

1 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

1 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5 1.0

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 1.0

Band - 5 1.0

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 1.0

Band - 5 1.0

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. OAG Financial Mailed

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Room & Board

2.

Therapy

3.

Medication

4.

Supplies

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Faster reporting to OAG & faster turn around from them.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.

The training in set-off debt and the state procedures in general has been very
unsatisfactory for the Business Office at VVCC.  More instructions should be given
to "new agencies" like ours.  More training is needed for state agencies outside of

Richmond.
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Respondent 25    Submit date: May 19, 2005    E-mail address: margaret.schultze@dss.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes

2. Billing for the
receivable

 Yes

3. Processing the
remittance

 Yes

4. Determining if a
receivable is

delinquent

 Yes

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Skip Tracing - Federal Case Registry 1

2. Skip Tracing - Federal Parent Locator Service 1

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Child Support (Arrears) Non Custodial Parent (
individual)

100 %

2. TANF Individual 100 %

3. Food Stamps Individual 100 %

4. Tax Intercept Individual 100 %

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual System Generated Account #  Yes

Business System Generated Account #  Yes

Agency System Generated Account #  Yes

Federal System Generated Account #  Yes

Local System Generated Account #  Yes

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Mainframe, APECS, ADAPT

2. Processing
Remittance

APECS, State Disbursement Unit UNISYS -
SUPE, ADAPT

3. Producing
Reports

APECS, Mainframe,ADAPT

4. Billing APECS, Mainframe,ADAPT

5. Center of
Collection Activity

DCSE Offices

6. Cashiering N/A
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Deposit Certificates (DCs) are keyed into Oracle and uploaded to CARS through
the interface.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Receipt batch sheets are reconciled to Deposit Certificates which are reconciled to
CARS. (Treasury reconciles receipts to Bank Statements).

13. What is the process for depositing receipts?

Mail sorted in categories by SSN, case number, no information, then microfilmed
and placed into batches of 50.  Control tapes run on indivual balances, batches

loged into microsoft access in the receipts data base. Batches are keyed to SUPE
and given to the Deposit area to process and to deposit.  Deposit area runs a contrl
tape on batch to verify the amount keyed, the batches are placed on deposit ticket
in groups of 50.  Next a total tape is ran and compared to the total on the deposit

report, if totals match deport is placed in courier bag for pickup/deposit.  All work is
reconciled by the reconciliaton specialist (recieved vs. keyed vs. deposited).
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14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Client is notified that check had insufficient funds and asked to send a replacement
check immediately.  A recoupment account is setup and the next check received is

applied to that account.  The district is notified if further action is needed.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  2

Debtor Phone
Numbers

 3

Debtor
Employment

 3

Debtor SSN  2

FEIN  2

Responsible Officer  2

Debt Validation  2

Reporting on
Results Tracking

 2

Reporting the
Receivables

Inventory

 3

Reporting the
Receivables Aging

 3

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Pro-rated among same type (TANF,Non-TANF)Arrears based on total balance 

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

6% Annual/Monthly
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

Interest is charged monthly at an anual rate of 6%.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Broken out

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Wage assignment

2. Check, cash, or money order

3. Other State Payments

4. Bank  Draft

5. EFT

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  Yes

2.  Levies  Yes  Yes

3.  Garnishments  Yes  Yes

4.  Seizures  Yes  Yes

5.  License
Revocation

 Yes  Yes

6.  Vendor Set-Off  Yes  Yes

7.  Tax Set Off  Yes  Yes

8. Withholding
Services

 Yes  Yes

9.  Other (1)  Yes  Yes Pass Port - If debt is
over $5,000 will take
passport

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 216 No  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  No

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

100 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................

Page 594 of 919



42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Intercept with Sate and Federal tax setoff to identify the debt and follow set criteria
to match debt against refund, the refund is forwarded to DCSE.

Page 595 of 919



47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 34.0

Band - 3 6.0

Band - 4

Band - 5 1.0

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book internet manual

Credit Bureau internet 1000 YES

411

Agencies - Federal DMV 50 YES

Agencies - State VEC 50 YES

Internet Google, Excite 400 yes

Postal Records

Other: Zip code books 10 manual

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

There are no goods or servicesfow which VDSS is billing.  These are debts to the
state or family of which a non custodial parent owes for the support and welfare of
their children.

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

Child Support is strictly enforced by Federal Regulations Title IV D and IV E, Code
of VA Title 63 and Code of Federal Regulations Title 45.

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 26    Submit date: May 19, 2005    E-mail address: John.Colligan@dcjs.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1

Page 603 of 919



2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. NA

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Program Staff providing information on conference registrants

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Grant returns State, Local Agencies 30 %

2. Asset Forfeiture proceeds State, local agencies 40 %

3. Conference Fees individual, organizations 10 %

4. licensure fees individuals, private security
organizations

20 %

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN  Yes  No

Business FEIN

Agency FEIN  No  Yes

Federal FEIN  No  Yes

Local FEIN

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Excel/Quickbooks

2. Processing
Remittance

CARS

3. Producing
Reports

Excel

4. Billing Quickbooks/MS Word

5. Center of
Collection Activity

6. Cashiering
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Put on certificate of deposit and entered online through CARS

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Deposit Certificates are reconciled monthly on CARS 401 report.

13. What is the process for depositing receipts?

Deposits are received and logged in a check register on an excel spreadsheet.
Amounts are posted on DC and keyed into CARS.

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

The bank notifies the agency and the agency writes a petty cash check to the bank
to cover the cost of the check and bills vendor for an administrative amount and the

cost of the check
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  1

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Payments are applied once the repayment is received.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

A $20.00 administrative fee is charged for all non-sufficient fund checks.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

It has been effect for 5 years and has not been updated.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks 90 % Businesses send in Checks
for individual registrations

2. Cash 10 %

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice Letter

Telphone Call

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 $ 815,000

FY 2004 $ 519,000

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. NA

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 NA

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0

FY 2004 0

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off  Yes  Yes

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)  Yes  Yes

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. All

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

NA

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 $ 0

FY 2004 $ 0

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Vendor is reported by SSN or FEIN to debt sef-off program to collect outstanding
receivables
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .5

Band - 5 .1

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .5

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .5

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. State FEIN Grant  return funds  Yes

2. State SSN, FEIN Conference
Fees/Licensure Fees

 Yes

3. Locality FEIN Asset Forfeiture
Proceeds

 Yes

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. STATE FEIN letter, email, grant application

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Conference Fees

2.

License Fees

3.

Grant Return funds

4.

Asset Forfeiture Proceeds

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Introducing the Automated Receivables report was a vast improvement.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 27    Submit date: May 19, 2005    E-mail address: bob.benton@tax.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 70

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Bankruptcy 1

2. Debt Setoff 1

3. Offers in Compromise 2

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

None

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Delinquent Tax Individuals 67 %

2. Delinquent Tax Businesses 33 %

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual ssn

Business FEIN

Agency

Federal

Local

Other System Gen for Bus. w/o
FEIN

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Integrated Revenue Man. Sys. (IRMS) Sched. for Aug. 05

2. Processing
Remittance

Advance Finan. Solutions (AFS)

3. Producing
Reports

IRMS

4. Billing Comp. Asst. Coll. Sys. Gov. (CACSG)

5. Center of
Collection Activity

CACSG

6. Cashiering Peachtree Tobacco Stamps only
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Deposit receipts are manually keyed into CARS.  Automated interface reconciles
remittance totals  to CARS deposits.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Automated interface from remittance.

13. What is the process for depositing receipts?

All deposits are made to a generic revenue source code.  Once payments are
posted to accounts, an automated interface from host accounting system splits out

deposits into appropriate fund and revenue sources.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Bank is reimbursed for NSF checks in weekly batch operation.  Deficiencies are
reassessed against payor and put into collection.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  2

Debtor Phone
Numbers

 2 Excellent for business, less so for individuals

Debtor
Employment

 1

Debtor SSN  1

FEIN  2

Responsible Officer  3 Often not current

Debt Validation  2 Large portion of receivables are based on
estimates

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Payments are applied to the best advantage of the debtor.  The general default is
newest debt first because those debts typically have not accrued maximum

penalties.  For multiple types of debt for the same debtor, the debtor must indicate
type.
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21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

Generally, penalty on unfiled or unpaid tax accrues at 6% per month to a maximum
of 30%.  Fraud penalties are higher.  Interest is tied to the federal IRS rate and

subject to change quarterly.

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

See above for penalty.  Interest runs until the debt is paid.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

The statutorily required AR report to DOA does not distinguish between tax,
penalty, and interest.  Internal reports do provide this information.
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26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash

2. Checks 95 %

3. EFT Required for large business
taxpayers

4. Credit Cards 3rd party vendor that charges
a convenience fee to debtor

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

2

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice Minimum of two Approx. 40 days

Telphone Call Typically inbound only

Email Never

Field Visit Frequent for delinquent business accounts

Other:
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29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 683,630 $ 251,272

FY 2004 722,078 $ 306,735

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

Criteria shifts on the fly based on inhouse resource availability and inventory size.
Generally low balance high risk accounts go to PCA's first, with some being

assigned immediately on entering active collection.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. Diversified Collection
Services

Contingency fee
based on account
size

15,624 6 %

2. GC Services same as above 15,624 6 %

3. United Consumers
Credit

same as above 15,624 6 %

4. Nationwide Credit
Corp

same as above 15,624 6 %

5. Outsourcing
Solutions Inc.

same as above 15,624 6 %
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1. $ 36,876,200 10 % $ 6,698,905

2. $ 36,876,200 10 % $ 2,737,995

3. $ 36,876,200 10 % $ 5,209,099

4. $ 36,876,200 10 % $ 5,039,236

5. $ 36,876,200 10 % $ 5,491,291

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 Diversified Collection
Services

same as above 18,155 7 %

1. GC Services same as above 18,155 7 %

2. United Consumers
Credit

same as above 18,155 7 %

3. Nationwide Credit
Corp

same as above 18,155 7 %

4. Outsourcing
Solutions Inc.

same as above 18,155 7 %

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004 $ 46,441,733 11 % $ 12,485,021

1. $ 46,441,733 11 % $ 5,799,329

2. $ 46,441,733 11 % $ 6,096,648

3. $ 46,441,733 11 % $ 7,207,122

4. $ 46,441,733 11 % $ 6,756,126

5.

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0

FY 2004 0

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004
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35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Not applicable

36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  Yes 3056 453

2.  Levies  Yes  Yes 56732 67875

3.  Garnishments  No  No

4.  Seizures  Yes  Yes 6 7

5.  License
Revocation

 Yes  Yes 6 7

6.  Vendor Set-Off  Yes  Yes 37271 37595

7.  Tax Set Off  Yes  Yes 119283 126017

8. Withholding
Services

 No  No

9.  Other (1)  Yes  Yes 223 213

10.  Other (2)  Yes  Yes 0 10284
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1) criminal warrants

10.  Other (2) federal refund offsets

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 15 Generally, no down
payment

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

5 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

60 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. None

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Basically, cradle to grave.  Placing accounts on hold, filing proofs of claim,
defending claims against challenges, discharging debts as appropriate, placing

accounts back into collections as needed.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 16184 $ 117,004,867

FY 2004 16282 $ 119,400,000

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

We manage tax refund setoffs, vendor and lottery setoffs for all participants, state
and local.  Claims are matched against refunds, refunds are seized and paid to

claimants.  Also participate in offset of federal tax refunds for Virginia income tax
liabilities. 
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 3.0

Band - 3 1.0

Band - 4 94.2

Band - 5 7.0

Band - 6 2.0

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 18.0

Band - 3 5.0

Band - 4 1.0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. IRS Federal tax return
data for Virginia
filers, 1099 asset
sources

Magnetic media  Yes

2. DMV Address and vehicle
title data

Online  Yes

3. VEC Employment of
debtors

batch and online  Yes

4. SCC Corporate officers online  Yes

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. All state agencies Setoff demographics, agency
specific based on written
agreement

Online

2. All localities Setoff, tax account
information

Online and manually

3. Internal Revenue Service tax account information Online and manually

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

.....................................................................................................................................

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

state and federal confidentiality requirements for tax information
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58. If you have any other concerns or comments about this functional area, please include them
here.

We have supplied available information as well as we could do under the
circumstances.  Operations are, of course, more complex than these responses

would suggest.  Most data are year end summaries:  for examples collections from
PCA's are from both the placements made in the current period and from those
made in earlier periods.  A cohort analysis can be made, but it is not a standard
report.  Generally absent from these data are metrics for nonfiler management.

Finally, we do only a small amount of skiptracing inhouse (ques. # 49)- if we do not
have a levy source or address for a debtor we typically assign the account to a

PCA.
 

TAX provides a central agency function by collecting not just tax debt by debt for
local govenments through refund offset program and our Court Debt Collection unit

provides collection functions for many of Viriginia's Court. TAX is a collection
agency for many government debts beyond tax debt. 
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Respondent 28    Submit date: May 20, 2005    E-mail address: jack.christian@dmv.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 78

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt Set Off 1

2. Collection Agency 1

3. Investigative Services 7

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Bank errors

2.

Incorrect information received 

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. 12,511,673 Business 68 %

2. 4,868,614 Individual 26 %

3. 71,323 Interagency 3 %

4. 720,331 Federal Government 3 %

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up

Page 655 of 919



6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN, system generated
customer number

 Yes  No

Business FEIN and system generated
customer number

 Yes  Yes

Agency Agency Code  No  Yes

Federal

Local

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

DMV Billing System, Returned Check System Information from CSS

2. Processing
Remittance

DMV Billing System, Returned Check System

3. Producing
Reports

DMV Billing System, Returned Check System Reports are obtained through Control D
software

4. Billing DMV Billing System

5. Center of
Collection Activity

DMV Billing System, Returned Check System

6. Cashiering CSS, Oracle Financials Daily settlement and deposit
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

By overnight batch - entered in Oracle Financials and passed electronically nightly
via CARS interface.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Daily settlements are matched to deposits from a daily electronic file from Treasury.

13. What is the process for depositing receipts?

Reconcile payments received with payments posted. Settlements from CSS creates
the "DC" that is sent to the bank with the deposit.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Buy the item back from financial institution and set up as a receivable. Contact
customer for payment.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  4 Changes of address are not provided by
customers or obtained by CSC staff.

Debtor Phone
Numbers

N/A

Debtor
Employment

N/A

Debtor SSN  2

FEIN  2

Responsible Officer N/A

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Return checks - applied to specific file
Billing - oldest first

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

Return check penalty - $35.00 and $10.00 administrative fee or 10% of the check,
whichever is greater.

Billing charges a system generated interest amount for fuels tax.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

At 60 days, the additional fee is assessed if debt is sent to Investigative Services to
collect.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Whole balances

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash

2. Checks

3. Credit Cards

4. IAT

5.
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27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 3-5 30 days

Telphone Call N/A

Email N/A

Field Visit 1

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 $ 2,011,221

FY 2004 $ 1,438,023

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

After 90 days, Collection Agency and Debt Setoff for items $200.00 and up for
Billing and Returned Checks.

After 120 days, Returned Checks are sent to Debt Setoff.

Page 661 of 919



32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. Risk Management
Alternative

15.5

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1. $ 1,396,798 22 % $ 302,936

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 Risk Management
Alternative, Inc

15.5

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004 $ 249,715 19 % $ 128,064

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 N/A

FY 2004 N/A

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

91 plus days past due and $3000.00
Receivables of this size are pursued by DMV authority unless extremely large (>

$100,000). 
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No N/A N/A

2.  Levies  No  No N/A N/A

3.  Garnishments  No  No N/A N/A

4.  Seizures  No  No N/A N/A

5.  License
Revocation

 Yes  Yes N/A N/A

6.  Vendor Set-Off  No  No N/A N/A

7.  Tax Set Off  Yes  Yes N/A N/A

8. Withholding
Services

 Yes  Yes N/A N/A

9.  Other (1)  Yes  Yes N/A N/A

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens N/A

2.  Levies N/A

3.  Garnishments N/A

4.  Seizures N/A

5.  License
Revocation

Driver, vehicle and dealer licenses are suspended pending payment

6.  Vendor Set-Off N/A

7.  Tax Set Off Send debt to Taxation Debt Set off at 90 or 120 days

8. Withholding
Services

DMV transactions cannot be processed until debt paid

9.  Other (1) DMV Special Agent is sent to collect

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  No  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  No

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Receive bankruptcy order, clear customer stop and suspend collection efforts.
Receivable left open to apply any future payment that may be disbursed from the

trustee.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Files are submitted to Department of Taxation for withholding if any state issued
refund or payment is generated to debtor.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.5

Band - 4

Band - 5 .6

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

Page 669 of 919



48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 2.5

Band - 4

Band - 5 1.2

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.0

Band - 4

Band - 5 .2

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. Dept. of Taxation SSN and name On-line  Yes

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

All motor vehicle fees and taxes

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Integrate the Billing and Refund Systems so that DNV refunds are not given to
debtors.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

Too numerous to enumerate

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 29    Submit date: May 20, 2005    E-mail address: james.keck@vdem.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt settoff 1

2. Relinquish to the AG's office 1

3. Collection agency 1

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

DOA policy for transfer to AG's office

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Hazardous Materials
response

Corporations 97 %

2. Tower rental Federal agency 3 %

3.

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN

Business FEIN

Agency FEIN / Agency number

Federal FEIN

Local FEIN

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Access database

2. Processing
Remittance

Access database / CARS

3. Producing
Reports

DOA website

4. Billing Access database

5. Center of
Collection Activity

Access database / CARS

6. Cashiering N/A
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Deposit Certificates

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Monthly CARS activity is reconciled to database entries

13. What is the process for depositing receipts?

Mail is opened, checks copied then given to AR accountant (no cash transactions);
copies of checks given to AR technician to post to check log; DC prepared using

appropriate coding and references; taken to the bank by AR accountant daily

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Contact check issuer to determine level of cooperation in rectifying situation.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  2

Debtor Phone
Numbers

 2

Debtor
Employment

 2

Debtor SSN  4

FEIN  2

Responsible Officer  1

Debt Validation N/A

Reporting on
Results Tracking

 2

Reporting the
Receivables

Inventory

 1 Hazardous Materials supplies

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Collections are always specific to a particular bill.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

15% administrative fee
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

Applied as billings prepared only

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Part of the whole balance

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks

2. Money orders

3. Interagency transfers

4. EFT / ACH

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1

Page 684 of 919



28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2 30 days

Telphone Call 1 90 days

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 65 $ 34,788

FY 2004 87 $ 45,014

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

Receivables under $3000 and 60+ days past due
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. RMA, Inc. 25% collection fee 1  %

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1. $ 546  % $ 0

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 RMA, Inc. 25% collection fee 1

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004 $ 393 $ 0

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0

FY 2004 1  % $ 23,941 23 %

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004 $ 0  %

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Amount over $3000 and over 60 days past due
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No

2.  Levies  No

3.  Garnishments  No

4.  Seizures  No

5.  License
Revocation

 No

6.  Vendor Set-Off  Yes  Yes 0 0

7.  Tax Set Off  Yes  Yes 3 3

8. Withholding
Services

 No

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 3  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

1 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

95 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. No

2. No

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Send to the Attorney General's Office for determination of collectability.  Write off
debt if approved.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

State debt set-off program through Dept of Taxation
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .2

Band - 4 .1

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .1

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.

Page 698 of 919



55. Please list the goods and services for which your Agency is billing.

1.

Responses to Hazardous Materials incidents

2.

Rental of communication towers

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Establish a state collection agency with shared resources that would aggregate all
debt by debtor then concentrate the effort to collect.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 30    Submit date: May 20, 2005    E-mail address: barbara.reese@vdot.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 60

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 10

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Department of Taxation, Set-off Debt
Program

1

2. Bankruptcy court documentation review 1

3. Skip Tracing 1

4. Office of Attorney General litigation review 1

5. Repayment negotiation 1
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

lack of understanding of the bankruptcy laws

2.

incorrect SSN information on delinquent customers

3.

levels of authority for repayment negotiations

4.

Attorney General backlog due to staffing

5.

Attorney General's processes are all manual no electronic transfers of data between
agencies

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Calculated, Equipment, &
Property Damages,
Contractor Settlements

Individuals, Businesses, or
Corporations

7 %

2. Fuel Charges, Equipment
Repair Workorders

State Agencies 2 %

3. Federal Participating
Projects, Disasters***NOTE

Federal Government - FHWA
, FEMA

47 %

4. Third Party Project
Receivables

Cities, Counties and Towns 44 %

5. **Note - % as of June 30,
2004

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual System Generated Account
Number

 Yes  No

Business System Generated Account
Number

 No  Yes

Agency System Generated Account
Number

 No  No

Federal System Generated Account
Number

 No  No

Local System Generated Account
Number

 No  No

Other
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7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

FMSII (Peoplesoft) VDOT's system can create on-line
receivables or auto receivables from
agreement information (Federal and other
project expenditures related receivables and
work order receivables from expenditures.

2. Processing
Remittance

FMSII (Peoplesoft) VDOT's system produces remittance and they
are reviewed, stuffed and mailed.

3. Producing
Reports

FMSII and Queries

4. Billing FMSII (Peoplesoft)

5. Center of
Collection Activity

FMSII (Peoplesoft) and Manual VDOT's system tracks receivable items that
have been sent to collections.

6. Cashiering FMSII (Peoplesoft) Receipts are logged and keyed into VDOT's
financial system to detail cost centers,
projects, etc. by revenue source codes etc.

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Receipts are keyed directly into CARS after the bank deposits are made

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

In progress.

12. How are receipts reconciled with CARS data?

Monthly VDOT reconciles FMSII (Peoplesoft) to CARS and receipts are reconciled
based on batch type 7 (deposits) by fund and revenue source etc.  History file from

CARS loaded into FMS to produce comparison and exception reports.

13. What is the process for depositing receipts?

Record receipts in log or identify wire tranfer source, review and code to correct
fund and revenue source etc., key into VDOT's FMSII (Peoplesoft)

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

VDOT is working on decentralization of recording cash receipts (7/9 complete).
Some locations key the information in FMSII (Peoplesoft) and others send the

information to Central Office for recording.  All locations send receipts to Central
Office for deposits to the Treasury of Virginia's bank account.
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18. What is the process for dealing with non-sufficient funds (NSF) checks?

When NSF checks are received from the bank, customers are contacted and
arrangements are made to replenish the funds.  If it takes more than two days,

VDOT replaces the funds at the bank using Petty cash funds. Then the collection
procedures are enacted to obtain the funds from the customers.

19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

N/A

Debtor SSN  2

FEIN  2

Responsible Officer N/A

Debt Validation N/A

Reporting on
Results Tracking

N/A

Reporting the
Receivables

Inventory

 3 Difficult to ensure staff across agency are
recording all receivables

Reporting the
Receivables Aging

 3 Difficult to ensure staff across agency are
recording all receivables
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20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

VDOT applies payments to receivables based on the item billed and monies
received for specific item.  Cash Reciepts matches the funds to the specific or

individual item.  If no item is listed on the payment the payment is applied to the
oldest outstanding item.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

Limited.  Restitution judgements usually include interest.

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

As part of the whole balance.
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26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash No

2. Credit Card Yes

3. Internal Agency Transfer
Vouchers

Yes

4. Electronic Funds Tranfers Yes, the banks receive wires
daily from FHWA and other
misc entities.

5. Checks No

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

2

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 4 or until payment is made or submitted to
outside collection agency

30 days

Telphone Call 1

Email 0 N/A

Field Visit 0 N/A

Other:
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29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 12,610 $ 702,169,155

FY 2004 14,489 $ 636,164,916

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

Uncollected accounts with balances greater than $200 and less than $3,000 and
greater than 90 days old. 

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A for 2003

2.

3.

4.

5.
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A for 2004
(services starte
FY05)

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 895 4 % $ 1,960,722 1 %

FY 2004 1055 6 % $ 1,600,796 1 %

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003 $ 1,058,843 25 %

FY 2004 $ 951,752 27 %
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35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

The outstanding balance is 90 days past due and greater than $2,999.99.  Also if
the customer and/or insurance company disputes the claim or offers a settlement.

36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  Yes  Yes 647 854

7.  Tax Set Off  Yes  Yes 647 854

8. Withholding
Services

 No  No

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens VDOT not authorized

2.  Levies VDOT not authorized

3.  Garnishments VDOT not authorized

4.  Seizures VDOT not authorized

5.  License
Revocation

VDOT not authorized

6.  Vendor Set-Off Debt Set-off claims placed in both systems

7.  Tax Set Off Individual debt set-off claim also placed in the vendor debt set-off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

Garnishments, seizures, liens and levies, these judgments have to be obtained by
the Office of the Attorney General.  VDOT does not have the authority to seek court

judgments.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 12 Initial payment
required

 No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

1 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

90 %

Page 715 of 919



42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Fuel Charges State Agency Customers

2. Equipment and Property Damages State Agency Customers

3. Equipment Repair - Work Orders State Agency Customers

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Agency receives and reviews the proof of claim document from the bankruptcy
court. VDOT waits for final discharge or court decision.

 

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 29 $ 43,140

FY 2004 16 $ 71,921

45. Does your agency participate in any debt set-off programs?

Yes

No
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46. Please describe the debt set-off programs.

VDOT delinquent accounts submitted to the debt set-off program after the debt
becomes 90 days past due.  The information includes the debtor's name, address

and SSN however, the debtor must have filed a VA tax return.  The program
provides that any payments of the debtor can be intercepted either in whole or part
and applied against any past due indebtedness owed to the state, local government

or court.
A notice is sent to VDOT of the payment.  VDOT is required to send a letter/notice

to the debtor and allow them 30 days to respond before the payment will be
transferred to VDOT.  Should they respond they are allowed a hearing to discuss

their claim.  After all is done and payment is due VDOT the funds are transferred via
an IAT.

47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2

Band - 3 2.8

Band - 4 .9

Band - 5 .2

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2

Band - 3

Band - 4 17.7

Band - 5 .3

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1 .0

Band - 2

Band - 3 .8

Band - 4

Band - 5 .3

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State DMV, TAXATION ONLINE ACCESS

Internet LEXIS NEXIS
SERVICES

ONLINE ACCESS

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. N/A

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. Department of Taxation Delinquent tax payers billing
information

Electronic transfer

2. Department of Accounts Account Balances,
collections and reports

Electronically and paper
transfer

3. Federal Highway
Administration

Federal project information,
federal billing requests

Electronic file and paper
transfer

4. Any state agency receiving
goods and/or services

Billing and payment
information

paper bills and/or notices

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Fuel

2.

Repair to and/or replacement of state property

3.

Road & bridge maintenance and/or replacement

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

The overall process of billing and collection of accounts receivables is good.  VDOT
can adequately record and report the balances and perform the necessary functions

to ensure the Commonwealth of VA and its tax payers are protected.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

FHWA, FEMA
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58. If you have any other concerns or comments about this functional area, please include them
here.

MANDATORY THAT DETAIL AND COMPLEX LOGIC REQUIREMENTS
RELATED TO FEDERAL REPORTING AND BILLING BE MET -- THIS CONCERN

WAS SHARED IN FACE TO FACE INTERVIEWS WITH PPEA CONSULTANTS
(MARCUS MAJORCAS LEAD).  Note: Response to question 27 relates to initial

billing notice only (no late notices).  FTE data for question 46 relates to delinquent
accounts sent to collection agencies such as OAG, Tax and private collection firms.
FTE data for question 47 related to setting up customers, agreements, operational
projects, mailing bills, answering inquiries and sending out dunning notices.  FTE
data for question 48 relates to posting collections for AR receipts (non AR receipts

covered in other survey FTE numbers).
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Respondent 31    Submit date: May 20, 2005    E-mail address: manju.ganeriwala@dmas.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 2

2. Billing for the
receivable

 Yes 2

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Provider Payment Offsets (MMIS) 1

2. Providing Information For Filing Bankrupcy 1

3. Skip Tracing (DMV, DEC, Tax Systems) 1

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Provider Appeal Process

2.

Medicaid Recipient Limited Financial Resources

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Provider Overpayments Corporation, Partnership,
Sole Pro, State Agency

62 %

2. Recipient  Excess Benefits Individuals 4 %

3. Third Party Liabilties All The Above 34 %

4. Grant Transfers State Agency  %

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual Medicaid & SLH Eligibility ID  Yes

Business Provider Medicaid ID  Yes

Agency Agency Number

Federal

Local

Other Provider Medicaid ID  Yes
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7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Oracle Billing(TPLRS) & Receivable System Audit Finding Letters (Microsoft Word)

2. Processing
Remittance

Oracle Receivable System Remittances produced from TPLRS include
Oracle Receivable Invoice Number and Debt
Information.

3. Producing
Reports

Oracle Receivable System Some information deloaded to Microsoft Excel
than report is created.

4. Billing Oracle Billing(TPLRS) & Microsoft Excel Original Notice produced Oracle
Billing(TPLRS)

5. Center of
Collection Activity

Oracle Receivable System Aging Reports produced Oracle used to
determine required follow-up. Dunning Letter
created Windows Word.

6. Cashiering Oracle Receivable System Daily Prelist and All subsequent application to
Invoices.

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

(a)Deposits detail including receipts information is entered in Oracle Financials,
Receivable/Revenue.   (b)Oracle Financials attaches predetermined coding to

deposit transaction. (c) Deposit summary information including coding is interfaced
to CARS daily.  Detail is file in Cashiering Area to maintain Audit trail documents.  

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

Interface sends summary Accounting information but detail attach to interface
transaction can be retrieved from Oracle financials as needed.

12. How are receipts reconciled with CARS data?

Daily interface confirmation indicate transmitted information.  Confirmation is
reconciled to Detail copies of Deposit and attach Receipts.  Comfirmation is also
compared with Weekly and Monthly Cars Reports.  Any decrepancies discovered

during weekly or monthyly review is resolved immediately. 

13. What is the process for depositing receipts?

(a)Manual Deposit (Checks,Cash,etc) and bank slip is prepared daily for Armored
Car pick-up. (b) See #9  for Oracle update. (c) Detail is file in Cashiering Area to

maintain Audit trail documents.

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

Electronic Transfers (EFT) require one additional step.  The State Treasury and/or
is contacted to verify deposit in bank account.  If confirm, see #9.

16. Does the process for depositing receipts vary by location?

Yes

No
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17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

(a) Check writer is contacted and asked to send new check. (b) A check is
produced agianst Agencies States general funds to pay bank.  (c) Once new check

is received, Agencies account is reimbured. (d)Oracle financials is updated to
reflect Check NSF status.  (e) If new check is not received timely, delinquent

collection procedures are eimplemented (See # 20,30,34 & 40)
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  2 Recipients and Provider Detail Information
stored in Agencies MMIS

Debtor Phone
Numbers

 2 Provider Detail Information stored in Agencies
MMISProvider Detail Information stored in
Agencies MMIS

Debtor
Employment

 2 Provider Detail Information stored in Agencies
MMIS

Debtor SSN  2 Provider Detail Information stored in Agencies
MMIS

FEIN  3 Provider Detail Information stored in Agencies
MMIS

Responsible Officer  2 Provider Detail Information stored in Agencies
MMIS

Debt Validation  2 Oracle Billing (TPLRS) and Receivable
Module store detail Customer Information

Reporting on
Results Tracking

 3 Oracle Billing (TPLRS) and Receivable
Module store detail Customer Information

Reporting the
Receivables

Inventory

 1 Oracle Receivable Module provides Several
options for Receivable and Revenue Reports

Reporting the
Receivables Aging

 1 Oracle Receivable Module provides the ability
for receivables aging options
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20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

All payments received relate to a specific outstanding receivable (Audit
Finding/TPL).  If a Provider or Recipient have multiple receivable types opens, they

must specify which type payment applies.  If Provider or Recipient have multiple
receivables of same type (excluding accounts under Appeal), payment is applied to

oldiest.     

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

Agency charge "Judgement Rate of Interest" 6.1-330.54 on Outstanding Provider
Overpayments (excluding accounts Under Appeal). <6 perscent annually>

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

Judgement Rate of Interest is applied (a) 12-36 Monthly Repayment Plan and (b)
Outstanding Unpaid Outstanding Deliquent Balance.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Oracle Financials Receivables molude allows for Interest Charges to be recorded
as separate receivables but connected to principle balance outstanding. 
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26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks 93 %

2. Electronic Funds Transfer 1 %

3. Interagency Funds Transfer 5 %

4. Cash 1 %

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

2

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 3-5 30 days

Telphone Call As needed As Needed

Email As needed As Needed

Field Visit Only During Audit Process (Providers Only)

Other:
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29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 $ 48,791,000

FY 2004 $ 65,348,000

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

(a) Account 60 days Past-due, (b) Provider, MMIS Payment Offset submitted and
no Offsets 30 days, (b) Referred to Taxation (Tax/Vender Set-Off),(c) Notice sent to

Recipient/Provider indicating account will be referred if no action within 30
days.(Exclude Accounts under Appeal or refer OAG)

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. NCO Financial
Systems Inc

20% Commission on
All Collections

91

2. RMA, Inc  (Stats Not
Available)

20% Commission on
All Collections

3.

4.

5.
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1. $ 160,019 $ 9,018

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 RMA, Inc  (Stats Not
Available)

20% Commission on
All Collections

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 $ 3,519,000

FY 2004 $ 3,339,000

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004
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35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

(a) Account Outstanding Balance $3,000 or greater, (b)Account 90 days Past-due,
(c) Provider, MMIS Payment Offset submitted and no Offsets 30 days, (d) Referred
to Taxation (Tax/Vender Set-Off),(e)Referred to Collection Agency and Returned,

Notice sent to Recipient/Provider indicating account will be referred if no action
within 30 days. (Exclude Accounts under Appeal)

36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  Yes

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 Yes  Yes

6.  Vendor Set-Off  Yes  Yes

7.  Tax Set Off  Yes  Yes

8. Withholding
Services

 Yes  Yes

9.  Other (1)  Yes  Yes

10.  Other (2)

Page 739 of 919



36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens Accident Settlement Liens (OAG)

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

MEdicaid Fraud Control Unit implements process.

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

Provider, MMIS Payment Offset

9.  Other (1) Off-set Provider Weekly Claim Payments

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 12  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

13 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

.....................................................................................................................................
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Bankruptcy cases are referred to the OAG's office including Claim form and case
File documents.  Account status in Oracle Financials is changes to Uncollectible.   

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Requirement:(a) Account 30 days Past-due, (b) Provider, MMIS Payment Offset
submitted and no Offsets 30 days, (c) Notice sent to Recipient/Provider indicating

account will be referred if no action within 30 days.(Exclude Accounts under Appeal
or refer OAG). Process: (a) Individual receivable unit submit account information
worksheets to Agency Tax/Vender Coordinator and (b) Coordinator reviews then

keys information on-line into Taxation System.  
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.0

Band - 4 2.9

Band - 5 .7

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .8

Band - 4 4.7

Band - 5 .7

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.8

Band - 4 2.3

Band - 5 .4

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. US Justice
Department

Case Judgement
Documents

Mail or Fax  No

2. OAG (Medicaid
Fraud Control Unit)

Case Judgement
Documents

Mail or Fax

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Medicaid Medical Claims Overpayments 

2.

Ineligible Recipient Payment For Medical Services

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Follow-up

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.

Follow-Up
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Respondent 32    Submit date: May 20, 2005    E-mail address: pullenws@djj.state.va.us

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 4

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 No

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt Set-off 1

2. Attorney General 1

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Delay in notification by other units, such as HR when a person has terminated, but
no notice and we have an overpayment issue

2.

Bad addresses 

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Regular accounts receivable Individual 1 %

2. Regular accounts receivable Private businesses  %

3. Interagency receivables Other state agencies 54 %

4. Federal fund receivable Federal government pass
thru other agencies

1 %

5. Other-mostly localities Local government 44 %

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual Account  No  No

Business Account  No  No

Agency FEIN  No  Yes

Federal Grant number  No  No

Local FEIN  No  Yes

Other

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Manual

2. Processing
Remittance

Manual

3. Producing
Reports

Manual

4. Billing Manual

5. Center of
Collection Activity

Manual

6. Cashiering Manual Deposit fund, then data entry into CARS
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Yes

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Yes

13. What is the process for depositing receipts?

All receipts are logged into a spreadsheet (cash receipts log) by accountant.  The
money and documentation is then given to the cashier to process the deposit and

complete the DC. Another person takes the deposit to the bank.  The DC is given to
accounts payable for data entry into CARS.  The receipts log is reconciled monthly

to CARS revenue reports.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

Some use DCs from Treasury, some use bank deposit slips.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

NSF check is sent to Central Office and payment made from petty cash.  Letter sent
to individual requesting payment by cash or cashier check.  If not collected, turned

over to Debt Setoff.

Page 756 of 919



19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  3

Debtor Phone
Numbers

 5

Debtor
Employment

Not needed in most instances-used only once

Debtor SSN  3

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 2

Reporting the
Receivables

Inventory

 3 manual system-time consuming

Reporting the
Receivables Aging

 3 manually done-time consuming

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Payments applied to actual invoice by type-types not mixed nor multiple amounts
(usually only one to two months) outstanding.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

None
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash 1 %

2. Checks 44 %

3. IATs or cash transfers in 54 %

4. Money orders 1 %

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

2
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice Letter After 30 and 60 days

Telphone Call Once After 30 days

Email

Field Visit

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 3 $ 100

FY 2004 8 $ 200

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003

FY 2004

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

The criteria is the same as per the CAPP Manual.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures  Yes  Yes

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off  Yes  Yes 1 2

8. Withholding
Services

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures Overpayments on salaries-seized other funds due to the former employee such as leave

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off Most of ours were turned over in prior year for overpayments for salaries

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 3 Same number of
periods overpaid
(employee salaries

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

100 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. IATs Amount requested is the amount posted -
verified by paying agency

2. Payments for youth products Amount is very small and usually only one
item

3. Localities Hold next quarter payments until payment in
full is received

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

We receive notification.  For employees, we comply with the terms.  On vendors, if
there is trustee set up, we make payments to the trusted.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Individual and vendor debt set-off programs through the state Dept. of Taxation.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .1

Band - 4 .2

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 .1

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .2

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1.

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Youth produced products

2.

Water/sewer services for one detention home

3.

Reimbursement from grants for salaries and goods/services

4.

USDA reimbursement for food services/salaries

5.

Detention bedding

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Automatic system to enter data into when billed and cash received (other than the
reporting system at DOA)

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.

Because the state operates on cash basis, the accrual for the receivable is
manually computed.  DOA has a system for reporting receivables quarterly, but we

must manually assemble the receivables, categorized them (several different ways),
and age them for the reporting purpose-takes hours to compile.    
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Respondent 33    Submit date: May 23, 2005    E-mail address: herman.davis@vsp.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 5

2. Billing for the
receivable

 Yes 5

3. Processing the
remittance

 Yes 3

4. Determining if a
receivable is

delinquent

 Yes 3

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 3

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 3
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. DOA Offset 1

2. Credit hold - no more services until paid 3

3. Bankruptcy 2

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Many billing "silos" which cannot be effectively managed due to manual processing.

2.

Obtaining timekeeping data from decentralized locations for reimbursable OT
projects.

3.

Lack of trained staff in non-accounting areas who perform billing, cash application,
collection duties.

4.

Lack of any system to manage at a Department-wide level, accounts receivable.

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Work Zone Safety  Patrol -
Voluntary OT projects

State Agy (VDOT) plus some
limited private entities

50 %

2. Private Security Assignments
- Voluntary OT projects

Corporation, non-profit,
State/local government (e.g.,
Hampton Roads Bridge
Tunnel, Dominion Power
North Anna, Surry power
stations

10 %

3. Criminal Background
Searches

Corporation, individuals, non-
profit, State/local government

20 %

4. Firearm Background Checks Corporation, individuals 10 %

5. Safety Inspection Stations Corporations, individuals 5 %

6. Miscellaneous Corporation, individuals, non-
profit, State/local government

5 %

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN  Yes  No

Business Federal Firearms License
(FFL)

 Yes  Yes

Agency CJIS - Background Search
A/C #

 No  Yes

Federal None

Local None

Other
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7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

MicroSoft Word, Excel, Access, E-mail MS products cannot properly accomodate the
volume of transactions.

2. Processing
Remittance

Mapper (firearms background searches),
Excel, Quicken, Access

Standalone systems, manual process, cannot
keep pace.

3. Producing
Reports

Mapper (firearms background searches),
Excel, Quicken, Access

Standalone systems, manual process, cannot
keep pace.

4. Billing Mapper (firearms background searches),
Excel, Quicken, Access

Standalone systems, manual process, cannot
keep pace.

5. Center of
Collection Activity

Manual process, mainly Excel Standalone system, difficult to manage or
report to DOA.

6. Cashiering Mapper (firearms background searches),
Excel, Quicken, Access

Standalone systems, manual process, cannot
keep pace.

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Directly keyed into CARS.

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Receipts are compared to deposit certificates (DC's) and CARS Report 401.  The
actual log of check received in the mail is reviewed for internal control purposes to

the DC's.  Receipts are reconciled with CARS on a monthly basis.  

13. What is the process for depositing receipts?

Most payment remittances are received in the Richmond area.  Some local deposits
of funds is allowed by Division/area offices.  DC's are generally keyed centrally in

the Property & Finance Accounting Section.  Deposits are made within the required
24-hr. receipt of funds timeframe.

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.
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18. What is the process for dealing with non-sufficient funds (NSF) checks?

In many cases, a petty cash check is prepared to cover the NSF while the
Department pursues the originator of the bad check.  A variety of options are used

to ensure payment.

19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 2

Debtor
Employment

N/A.  Employment information is not normally
captured.

Debtor SSN  1

FEIN  1

Responsible Officer  2

Debt Validation  3

Reporting on
Results Tracking

 3

Reporting the
Receivables

Inventory

 4

Reporting the
Receivables Aging

 4

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Specific to invoice, if possible.  If the payment cannot be identified, oldest account.
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21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

N/A

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash 2 % N/A

2. Checks 35 % N/A

3. Credit Cards (Mainly criminal
background searches)

10 % NOVA - settlement of credit
card transactions

4. State agency transfer - IAT 50 % N/A

5. EFT - Mainly Federal
agencies

3 % N/A
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27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

3

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2 30 days

Telphone Call 0 - 4 As needed

Email Not utilized N/A

Field Visit As needed Varies

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 0 $ 0

FY 2004 300 $ 750,000

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. Not applicable.

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 Not applicable.

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 24 1 % $ 73,397 2 %

FY 2004 15 1 % $ 46,171 2 %

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003 $ 36,700 20 %

FY 2004 $ 23,100 20 %

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Greater than $3,000; internal procedures have not produced results.  Determined
on a case-by-case basis.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  No 0 0

2.  Levies  Yes  No 0 0

3.  Garnishments  Yes  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  Yes  Yes

7.  Tax Set Off  Yes  Yes

8. Withholding
Services

 Yes  No

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

We may institute legal action for nonpayment on account that cannnot be collected
through the use of internal procedures (e.g., withholding of future services).  A

judgement or garnishment may be needed to collect on deliquent accounts.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 12 None  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  No

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

1 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

100 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Labor-based overtime invoices

2. Criminal background searches (fixed fee)

3. Firearm purchase transactions (fixed fee)

4. Safety Inspection Station Fees

5. Miscellaneous

43. Please describe how your Agency handles the bankruptcy process.

This is a manual process.  Once VSP receives a notice of bankruptcy from the
debtor court, we initiate action to perfect claim to the outstanding receivable.  If it

appears that we may stand any reasonable possibility of recovery, the A/R is
tracked in an Excel spreadsheet.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 12 $ 5,000

FY 2004 12 $ 5,000

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

We participate in two state programs (individuals and businesses).  The debt owed
is entered with either an SSN or FIN into a database at the Department of Taxation

for offset.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 4.0

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 2.0

Band - 3 11.0

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 4.0

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. None

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. N/A

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

OT Labor - Highway Safety Patrol / Security 

2.

Background Searches

3.

Safety Inspection Fees

4.

Room & Board - Police Academy Charges

5.

Tuition - Police Academy

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Except for an outdated Mapper/Unisys system for firearm transactions and criminal
background searchs, all other billing is completly manual.  Standard A/R

functionality is needed. 

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.

Note to question #30 regarding use of AG's office:  actual dollars collected from
AG's office is unavailable so a 50% recovery rate is assumed.  Percentage of

placement in numbers and dollars is also an estimate.  Accounts placed with AG is
an actual number.
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Respondent 34    Submit date: May 25, 2005    E-mail address: helen.tarantino@vdh.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 10

2. Billing for the
receivable

 Yes 10

3. Processing the
remittance

 Yes 10

4. Determining if a
receivable is

delinquent

 Yes 10

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 10

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 6

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 10
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt Set Off 5

2. Write Off 6

3. Collection Agency 1

4. Attorney General 1

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

System modifications to accommodate policy changes

2.

Ensure statewide employees are knowledgeable of policies and procedures for
managing Accounts Receivable (i.e. staff turnover and training)

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Individuals Individuals 23 %

2. Private Business corporations, partnerships
and sole proprietors

2 %

3. Federal Grants federal agencies 17 %

4. Interagency state agencies 8 %

5. Other Local Governments,
Corporations

50 %

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN  Yes  No

Business FEIN  Yes  Yes

Agency Agency Number  No  Yes

Federal Catalog of Federal and
Domestic Assistance #/Grant
#

 No  No

Local FIPS Code  No  No

Other
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7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Excel/VDH's Web-Vision System Excel is used by Offices that VDH's Web-
Vision system (VDH's web-based information
system intergrated online network ) does not
accommodate.

2. Processing
Remittance

Manual/VDH's Web-Vision System Manual receipt books are used by Offices not
utilizing the agency's Web-Vision system.
Web-Vision generates a system receipt.

3. Producing
Reports

Excel/VDH's Web-Vision System Excel is used by Offices that VDH's Web-
Vision system does not accommodate.

4. Billing Manual/VDH's Web-Vision System Manual bills are generated by Offices not
utilizing Web-Vision; Web-Vision provides a
system generated bill.

5. Center of
Collection Activity

Manual/VDH's Web-Vision System Inability to interface with Department of
Taxation and Private Collection.

6. Cashiering Manual/VDH's Web-Vision System Web-Vision does not interface with CARS and
the VDH's Financial & Adminstration System
(F&A).

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Deposit data is manually collected and appropriate accounting coding is assigned to
the receipt or data is collected via reports generated by VDH's Web-Vision system.
Deposit coding is recorded into VDH's Financial and Administration System (F&A)

and transmitted to CARS
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10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

Interface between VDH's Financial &Administration System (F&A) and CARS is
automated

12. How are receipts reconciled with CARS data?

Receipts are reconciled to deposits daily (at the time the deposit is prepared);
Deposits are reconciled to CARS monthly

13. What is the process for depositing receipts?

Receipts are classified by accounting codes and like codes are grouped and
recorded on the deposit coding form.  Funds are recorded on deposit ticket by coin,
currency and check.  Coding form and tickets are totaled and balanced.Funds are
secured in a locked bag for pick up by Armored Carrier; Armored Carrier delivers

deposits to bank.  Bank validates receipts and returns validated ticket to agency by
return mail.  Upon receipt of validated ticket, deposit is entered into F&A and

transmitted to CARS

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.
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16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

This varies statewide depending on banking institution used by the local health
department.  Generally speaking, the Office of Accounting Services is notified by
the bank, via fax or letter, of returned checks.  Replacement check is issued from
Accounting Services Petty Cash Account and returned to the bank.  Bank returns

the original bad check and collection procedures are initiated.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  2

FEIN  2

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 3

Reporting the
Receivables

Inventory

 3 Manual process for those Offices not using
Web-Vision

Reporting the
Receivables Aging

 3 Manual process for those Offices not using
Web-Vision

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Client payments are applied to the oldest debt first.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

10% Late Fee; 25% Collection Fee; various interest rates depending on percentage
specified in contract/scholarship.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

Quarterly on client accounts, and in accordance with terms of contract on
scholarships.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Part of the balance

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash/Check  % No

2. Electronic Funds Transfer  % No

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2 30days

Telphone Call 0

Email 0

Field Visit 0

Other:

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

Account balances that are 60 days past due and the delinquent balance is greater
that $10. 
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. Equifax 18% of amount
collected

3 7 %

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1. $ 5,741 27 % $ 58

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 RMA 18 % of amount
collected

8 8 %

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004 $ 18,475 50 % $ 212

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 1  % $ 5,958 28 %

FY 2004 0  % $ 0  %

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003 $ 53,371 25 %

FY 2004 $ 800 25 %

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Accounts with balances that are 60 days past due and the balance is $3,000 and
greater.
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  No 0 0

2.  Levies  Yes  No 0 0

3.  Garnishments  Yes  Yes 0 0

4.  Seizures  Yes  Yes 0 0

5.  License
Revocation

 No  No

6.  Vendor Set-Off  Yes  Yes 0 3

7.  Tax Set Off  Yes  Yes 3005 2548

8. Withholding
Services

 No  No

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens Not cost effective

2.  Levies Not cost effective

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off These numbers reflect Central Office referrals only

8. Withholding
Services

Not applicable to Central Office.  Agency policy requires LHD to deny services for non-
payment; in many instances, services are delayed until payment in full can be made or a
payment plan is established.

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

To obtain a lien, levy or garnishment, you must file detail of the debt with the
appropriate court and be awarded a judgement and/or warrant of debt against the

debtor
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 36 Payment  amount is
10% of balance due

 No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

.....................................................................................................................................

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

98 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Bedding and Upholstery License License to sell bedding and/or upholestered
furniture in Virginia is not issued/renewed
without payment.

2. X-Ray Certification X-Ray machine inspection/certification is not
provided until fee is paid.

3. Returned Checks Payment is expected at the time of billing on
returned checks (clinic services, vital records,
etc).

4. Health Statistics Payment is expected from the state/federal
agency within 30 days of the date of  billing.

5. Cadavers sold to Medical School Payment is expected from the medicial school
within 30 days of the date of billing

43. Please describe how your Agency handles the bankruptcy process.

Proof of Debt is provided to Bankruptcy court upon notification/request.  Collection
efforts are suspended on the account;  Upon notification that the bankruptcy petition

has been approved, the account is written off and further collection efforts are
terminated.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 $ 0

FY 2004 $ 0

45. Does your agency participate in any debt set-off programs?

Yes

No
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46. Please describe the debt set-off programs.

Accounts with a SSN or FEIN, have a balances of $5 or more and are 30 past due
are submitted to the debt set-off program.

47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .1

Band - 4 .3

Band - 5

Band - 6 .1

Band - 7

Band - 8

Band - 9

Contracted Labor .3
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .1

Band - 4 .1

Band - 5 .1

Band - 6 .1

Band - 7

Band - 8

Band - 9

Contracted Labor .1
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .3

Band - 4 .1

Band - 5

Band - 6 .1

Band - 7

Band - 8

Band - 9

Contracted Labor .1

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book Not Used

Credit Bureau Reported through
Collection Agency

2 No Yes

411 Not Used

Agencies - Federal Not Used

Agencies - State State Taxation
Accounting and
Reporting System

188 No Yes

Internet On-Line Phone
Directories

50 No Yes

Postal Records Not Used

Other: Not Used
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau  No

411

Agencies - Federal

Agencies - State  No

Internet  No

Postal Records

Other:

53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. Virginia Department
of Taxation

SSN and current
address

State Taxaction
Accounting and
Reporting System

 Yes

2. Virginia Department
of Motor Vehicles

Current address Phone  No

3.

4.

5.

6.
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54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.

55. Please list the goods and services for which your Agency is billing.

1.

Nursing, Medical and Dental Scholarships on which recipient defaulted on the terms

2.

Cadavers sold to Medical Schools

3.

Patient Clinical Accounts (including medical services, pharmacy items PKU formula,
etc)

4.

Vital Records and Health Statistics (returned checks received as payment for
issued birth, death, divorce certificates and birth, death divorce records provided to
state/federal agencies)

5.

Licenses (Bedding and Upholstery, X-ray Certification/License - no license is
issued/renewed until payment is received)
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56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Establish automatic draft capabilities for payment of Medical, Nursing and Dental
Scholarhips.

Automate the referral of accounts to debt set-off program (when account reaches
30 days past due, establish a system which automatically tags the accounts and

electronically forwards the account to taxation.  

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.

The information provided in this response is reflective of central office activities
only.  District activities are being submitted in a separate survey.  
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Respondent 35    Submit date: May 26, 2005    E-mail address: dennis.miller@vdh.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 3

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 3

4. Determining if a
receivable is

delinquent

 Yes 3

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 3

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 3
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt Set Off 3

2. Monitor bankruptcy notices and mark the
account

3

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Can not require Social Security Numbers. Most people give it voluntarily.  However,
without this information we can not send to collections or Debt Set Off. 

2.

Not required to validate and/or receive proof of residence

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Private pay accounts Individuals 16 %

2. State agencies State Agency 1 %

3. Local agencies Local Agency 10 %

4. Health Insurance Carriers Health Insurance Carriers 53 %

5. Medicaid Medicaid 20 %

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN and System generated
account #

 Yes  No

Business System generated account #  No  No

Agency System generated account #  No  No

Federal System generated account #  No  No

Local System generated account #  No  No

Other VENIS, Environmental for
Restaurant Fees

 No  Yes
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7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Web Vision, VENIS and manual process Web Vision for medical receivables, VENIS
for Envronmental, and manual for all others

2. Processing
Remittance

Web Vision, VENIS and manual process Web Vision for medical receivables, VENIS
for Envronmental, and manual for all others

3. Producing
Reports

Web Vision, VENIS and manual process Web Vision for medical receivables, VENIS
for Envronmental, and manual for all others

4. Billing Web Vision, VENIS and manual process Web Vision for medical receivables, VENIS
for Envronmental, and manual for all others

5. Center of
Collection Activity

Web Vision, VENIS and manual process Web Vision for medical receivables, VENIS
for Envronmental, and manual for all others

6. Cashiering Web Vision, VENIS and manual process Web Vision for medical receivables, VENIS
for Envronmental, and manual for all others

8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Receipts are summarized manually from Environmental, Vital Stats, Medical
(WebVisison)and miscellaneous and the results are posted to the F&A system.

10. Is the posting detailed or summary?

Detailed 

Summary
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11. Is there an automated interface?

Yes

No

I do not know if there is an automated interface from the F&A system to CARS

12. How are receipts reconciled with CARS data?

The monthly receipts report from CARS is compared to the detailed receipts
maintained at the District by FIPS Code by Revenue Source Code.

13. What is the process for depositing receipts?

Cash is reconciled to the receipts issued daily and a listing is generated from
WebVision which is provided to the Fiscal area who includes this with the other

manual cash receipts received from Environmental, Vital Statistics, and
miscellaneous items.  We also follow the DAMM manual procedures for deposting

of receipts.

14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.
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18. What is the process for dealing with non-sufficient funds (NSF) checks?

VDH Accounting Services notifies the District of NSF checks, the District voids the
payment in WebVision using a bad check code which adds the charge back to the

account and a bad check fee is applied to the account.  The same process is
followed for Vital Stats and Environmental on a manual basis.  Client is notified of

the circumstance and is advised to come in and correct the problem.

19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  3 Transient and undocumented client
population

Debtor Phone
Numbers

 2

Debtor
Employment

 3

Debtor SSN  4 Large undocumented client population with
invalid SSN

FEIN  1 For Environmental clients only

Responsible Officer

Debt Validation  1

Reporting on
Results Tracking

Reporting the
Receivables

Inventory

 2

Reporting the
Receivables Aging

 2
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20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Payments are applied to the oldest first for WebVison clients.  

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

10% late fee
25% collection fee

$20.00 bad check fee

22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

Biweekly or monthly

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

Part of the whole balance, detail is only available on the intial bill where the charges
are applied, then they are part of the balance forward.
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26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash Information not available to
calculate percentages

2. Checks Information not available to
calculate percentages

3. Credit Cards-VISA and MC
only

Information not available to
calculate percentages

4. ATV's & IAT's Information not available to
calculate percentages

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice at least 3 per DAMM manual policy monthly

Telphone Call

Email

Field Visit

Other:
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29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

The account has to be more than 60 days past due, and a minimum balance of
$25.00.  A "No Home Contact" client cannot be sent to collection.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. RMA unknown 163

2.

3.

4.

5.
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1. $ 21,557 $ 2,722

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 RMA unknown 161

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004 $ 15,948 $ 2,979

1.

2.

3.

4.

5.

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 0 $ 0

FY 2004 0 $ 0

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003 $ 0

FY 2004 $ 0
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35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Accounts in excess of $3,000.00 

36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No

2.  Levies  No

3.  Garnishments  No

4.  Seizures  No

5.  License
Revocation

 No

6.  Vendor Set-Off  No

7.  Tax Set Off  Yes  Yes 215 309

8. Withholding
Services

 Yes  Yes

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

Clients are asked to reschedule for specific services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 3 No fixed amounts  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

4 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

25 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Flat Fee Service Certain services, such as Flu Vaccines
provided to Nursing Homes patients and staff,
require payment within 30 days of the date of
service.

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Pending bankruptcy notice received, account status in WebVision is changed to
"pending bankruptcy" and all collection actions cease.  Once the bankruptcy

discharge statement is received, the account balance is written off.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003 1 $ 41

FY 2004 1 $ 18

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Any deliquent accounts of more than $10.00 that are 30 days past due are
submitted monthly to the VDH Accounting Services.  No "no home contacts" are

included with the submission.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .4

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 1.9

Band - 3 1.0

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor .7

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. Department of
Medical Assistance

Insurance/Medicaid
coverage information

Electronic  Yes

2. Virginia Employment
Commission

Income Electronic  No

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Medical and pharmaceutical services

2.

Environmental Food Establishment annual permits

3.

Local Commitment agreements

4.

.....................................................................................................................................

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Being able to require valid proof of identity and address of clients.  

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.

The response to all questions is based on changing the word agency to district in all
cases.  The District needs to be involved with all aspects of the collection process.

We have to maintain a manual list of Debt Set Off accounts that are submitted each
year as system writes them off once they are submitted and does not maintain them

in an inventory status.
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Respondent 36    Submit date: Jun 8, 2005    E-mail address: michael.leininger@vadoc.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 36

2. Billing for the
receivable

 Yes 36

3. Processing the
remittance

 Yes 36

4. Determining if a
receivable is

delinquent

 Yes 36

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 36

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 36

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 36
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Va. Department of Taxation-Debt Setoff 36

2. Va. Attorney General's Office 36

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Prompt payments from debtors

2.

Breakdown of communications with debtors

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Payroll OVerpayments/ Non
return of property

Individuals 25 %

2. Billings; Invoices; Vendor
Payments

Corporations; Partnerships;
Private businesses

66 %

3. Interagency Billings Other State Agencies 9 %

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN

Business FEIN  Yes

Agency FEIN

Federal FEIN

Local FEIN

Other FEIN  Yes

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Microsoft Office Create billing documents

2. Processing
Remittance

Microsoft Office/CARS Create reciept of payments/Documents
payments to system

3. Producing
Reports

Micorsoft Office Creates Receivable Reports

4. Billing Microsoft Office Creates billing documents

5. Center of
Collection Activity

Microsoft Office Used by business office

6. Cashiering Keefe Commissary System Accessed through Inmate Trust System

Page 852 of 919



8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Receipts are keyed into CARS after the payments have been deposited into the
bank by a technician.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Va. Dept. of Treasury handles reconciliation by matching bank data to what is
keyed to CARS.

13. What is the process for depositing receipts?

Receipt provided as money is recieved by unit; stamped with unit banking
information; delivered to the bank by DOC personnel.

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

If a check is returned to the unit due to NSF, the unit must cover check with money
available through Petty Cash Fund.  The orginator of the check is contacted to

replace funds not honored by the bank.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  2

Debtor Phone
Numbers

 2

Debtor
Employment

 4

Debtor SSN  2

FEIN  2

Responsible Officer  2

Debt Validation  2

Reporting on
Results Tracking

 3

Reporting the
Receivables

Inventory

 3

Reporting the
Receivables Aging

 2

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

Money is applied based on the oldest debt if more than one debt per debtor.
otherwise payments are applied to the account balance.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

An interest fee is charged by the Attorney General not by DOC.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

Determined by the Attorney General's Office.

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash

2. Money Orders Yes, payments received on
behalf of the debtor

3. Electronic Funds Transfer

4. Internal Funds Transfer

5. Checks Yes, payments received on
behalf of the debtor
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27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

2

28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 3 Thirty Days

Telphone Call As Necessary

Email 0

Field Visit 0

Other: 0

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 75 $ 5,000

FY 2004 50 $ 3,000

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

The amount of claim; Date of orgination of claim.
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. Risk Management
Services

25 5 %

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 Risk Management
Services

25 5 %

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 50 10 % $ 12,000

FY 2004 50 10 % $ 14,000

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003 $ 100

FY 2004 $ 200

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Balance of claim; Date of orgination
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No

2.  Levies  No

3.  Garnishments  Yes  Yes 30 25

4.  Seizures  No

5.  License
Revocation

 No

6.  Vendor Set-Off  Yes  Yes 5 5

7.  Tax Set Off  Yes  Yes 250 300

8. Withholding
Services

 No

9.  Other (1)  No

10.  Other (2)  No
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 24 30 Days  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

2 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

2 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. NSF Checks Must reimburse Petty Cash Fund for bad
check buy back

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Must get proof of bankruptcy and write off must be granted by Attorney General's
Office.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004 1 $ 2,500

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Va. Dept. of Taxation
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 6.0

Band - 4 5.0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2 1.0

Band - 3 5.0

Band - 4 5.0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 10.0

Band - 4 1.0

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. State Balance with other
agency

Taxation System  No

2.

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. State Debt Set off Balance Taxation System

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Inmate Labor

2.

Food provided through Farmer's Market

3.

Payroll Overpayments

4.

Services rendered by our agency

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Locate persons not on state tax roll.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 37    Submit date: Jun 15, 2005    E-mail address: vethomson@deq.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 8

2. Billing for the
receivable

 Yes 8

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Taxation/Debt Set-off Program 1

2. OAG/Collections Unit 1

3. RMA/Private Collection Agency 1

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

Not having pertinent info (i.e. FIN#,SS#,Contract#) to establish in the collection
process.

2.

Not always receiving billing info from localities until it becomes a past due account.

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. IAT State Agency 10 %

2. Civil Penalty Individual and Corporation 20 %

3. TV Emissions Annual Billing Corporation 20 %

4. Annual Maintenance Individual and Corporation 25 %

5. Misc. Inventory Individual and Corporation 10 %

6. Grants and Contracts Corpoation,State.Federal
Government

10 %

7. Temp and Permanent Travel
Advances

Individuals 5 %

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual All  Yes  Yes

Business FIN/System Generated  No  Yes

Agency FIN/System Generated  No  Yes

Federal FIN/System Generated  No  Yes

Local FIN/System Generated  No  Yes

Other i.e. Travel Advance
SS#/System Generated

 Yes  No

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Oracle Financials

2. Processing
Remittance

Oracle Financials

3. Producing
Reports

Oracle Financials & Excel

4. Billing Oracle Financials

5. Center of
Collection Activity

Oracle Financials

6. Cashiering N/A
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

Through Oracle Financials which uploads data on a daily basis to the department of
Accounts utilizing a custom interface.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

On a weekly basis CARS 401W report is reconciled to Oracle Financials data by
fund and revenue source.

13. What is the process for depositing receipts?

Cash receipts are received on a daily basis and entered into Oracle financial receipt
batch log.  Customer info is established.  The payments received are applied

against the process reports and run thru Oracle Financial System and reconciled to
the deposit for the day.  The receipts are then hand delivered to Wachovia Bank for

deposit.  A deposit slip is received and attached to daily DC and the process is
completed through the system.
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14. Does the process for depositing receipts vary by revenue source?

Yes

No

15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

Process revenue refund then create X-batch for payment to Wachovia Bank.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  2

Debtor Phone
Numbers

 3

Debtor
Employment

N/A

Debtor SSN  3

FEIN  2

Responsible Officer  2

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

All receipts are applied to specific invoices.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

A 10 % late payment penalty fee is charged for past due accounts over 90 days.
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22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Cash 1 % N/A

2. Checks 48 % N/A

3. EFT 20 % N/A

4. Credit Cards 1 % N/A

5. IAT 30 % N/A

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2 30 Days

Telphone Call 5 30 Days/weekly

Email N/A N/A

Field Visit N/A N/A

Other: N/A N/A

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003

FY 2004

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?

60 Days or older-started using this service in FY 2005
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. N/A

2. N/A

3. N/A

4. N/A

5. N/A

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.

Page 882 of 919



33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 N/A

1. N/A

2. N/A

3. N/A

4. N/A

5. N/A

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 N/A

FY 2004 1  % $ 500,000 75 %

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004 $ 169,312 66 %

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Any account 60 days or over/$3,000 or above
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  Yes  Yes

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 Yes  Yes N/A N/A

6.  Vendor Set-Off  Yes  Yes 6 6

7.  Tax Set Off  Yes  Yes 6 6

8. Withholding
Services

 No  No

9.  Other (1)

10.  Other (2)
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens effective in FY 05 for one receivable

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1) N/A

10.  Other (2) N/A

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 12 0  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

3 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

95 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Permit Fees In most cases sources are already operating
w/ permit so payment is due in full.

2. Civil/Consent Based on Board approval.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

Follow all established legal procedures and assistance from DEQ's Enforcement
Division.

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Department of Taxation Debt Set-Off
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 .5

Band - 4

Band - 5 .1

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5 .5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3 1.1

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

Page 893 of 919



53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. SCC Regisiterd Agent Internet  No

2. Department of
Taxation

SSN and FIN Internet  Yes

3.

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1.

2.

3.

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Permit Fees

2.

Civil Penalties

3.

FOIA's

4.

registration fees

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

No issues

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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Respondent 38    Submit date: Jun 15, 2005    E-mail address: ernest.steidle@wwrc.virginia.gov

1. Please identify which of the following activities your Agency performs in the management of
these receivables and the number of locations at which these activities are performed.

Conducted (Yes/No) Number of Locations

1. Establishing the
receivable

 Yes 1

2. Billing for the
receivable

 Yes 1

3. Processing the
remittance

 Yes 1

4. Determining if a
receivable is

delinquent

 Yes 1

5. Performing
collection activities
associated with the

delinquent
receivable

 Yes 1

6. Sending the
delinquent

receivable to a
private collection

agency

 Yes 1

7. Conducting
reconciliations

(Matching cash
received with

payments posted)

 Yes 1
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2. Please list any other processes associated with receivable management (such as participation
in offset process, handling debtors who are in bankruptcy, or skip tracing individuals with an
invalid address), as well as the number of locations at which these processes are performed.

Process Number of Locations

1. Debt set off 1

2.

3.

4.

5.
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3. Please identify the key issues or policies that disrupt, delay, or cause issues with the
implementation of these processes.

1.

N/A

2.

.....................................................................................................................................

3.

.....................................................................................................................................

4.

.....................................................................................................................................

5.

.....................................................................................................................................

6.

.....................................................................................................................................

7.

.....................................................................................................................................

8.

.....................................................................................................................................

9.

.....................................................................................................................................

10.

.....................................................................................................................................
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4. Please identify the type of entity (individual, corporation, partnership, sole proprietorship,
another state Agency, etc. ) that is generally responsible for paying each type of receivable.  If
you have the information on hand, please also provide the percentage of each entity type
associated with each type of receivable.  Please list other types of receivables, if applicable.
 
If for a given receivable type there is more than one responsible entity, please mark "Follow Up"
to the following question and we will be in touch to get additional information.

Receivable Responsible Entity Percentage

1. Private accounts individual 21 %

2. Interagency transfer another state agency 78 %

3. Private accounts court system 1 %

4.

5.

6.

7.

5. If you would like to provide additional information, please check the box below.

Follow Up
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6. Please identify the type of unique identifier for each entity, account, or responsible party within
your system (for example, social security number, federal employer identification number, system
generated account number, license number, etc.).  For those instances where SSN or FEIN is not
the main identifier, please indicate whether SSN and / or FEIN is also collected.   Please list only
types of identifiers, not individual identifiers.

Unique identifier type (FEIN,
SSN, System generated

account #, etc.)

Also collect SSN: Y / N Also collect FEIN: Y / N

Individual SSN  No  No

Business FEIN  No  No

Agency FEIN  No  No

Federal FEIN  No  No

Local FEIN  No  No

Other N/A

7. Please list the major software systems as well as any manual processes used by your Agency
to establish receivables, manage receivables, process receipts, produce reports, and assist in the
collection of delinquent receivables.   Please list issues, such as lack of integration or gaps in
functionality, that you may experience with these systems.  
 
In the case of multiple systems, please list the most commonly utilized system below and please
mark "Follow Up" to the following question and we will contact you to get additional information.

Software / Manual Process Comments/Issues

1. Establishing
Receivable

Excel Spreadsheets

2. Processing
Remittance

Excel Spreadsheets

3. Producing
Reports

Excel Spreadsheets

4. Billing Excel Spreadsheets

5. Center of
Collection Activity

Excel Spreadsheets

6. Cashiering Excel Spreadsheets
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8. If you would like to provide additional information, please check the box below.

Follow Up

9. How are receipts posted to CARS?

It is posted through the use of deposit certificate.

10. Is the posting detailed or summary?

Detailed 

Summary

11. Is there an automated interface?

Yes

No

.....................................................................................................................................

12. How are receipts reconciled with CARS data?

Receipts are posted to an excel spreadsheet, then this spreadsheet is reconciled to
CARS revenue reports on a monthly basis.

13. What is the process for depositing receipts?

Deposit ticket is prepared. Receipts are coded properly and then entered on a
deposit certificate. Deposit ticket and deposit certificate must match.  

14. Does the process for depositing receipts vary by revenue source?

Yes

No
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15. If yes, please explain.

16. Does the process for depositing receipts vary by location?

Yes

No

17. If yes, please explain.

18. What is the process for dealing with non-sufficient funds (NSF) checks?

NSF checks are bought back from the bank.  The issuer of the check is contacted to
make it good.  If payment is not received from the issuer then it becames a

receivable.
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19. Please rate the data accuracy and accessibility within your Agency as it pertains to the
performance of daily collection activity, on a scale from 1 - 5.  1 = not problematic and 5 = very
problematic. 
 
Please use the explanation field to describe entries that are not rated.  Please indicate N/A in the
explanation field for information  that your Agency does not use.

Rating (1-5) Explanation

Debtor Address  1

Debtor Phone
Numbers

 1

Debtor
Employment

 1

Debtor SSN  1

FEIN  1

Responsible Officer  1

Debt Validation  1

Reporting on
Results Tracking

 1

Reporting the
Receivables

Inventory

 1

Reporting the
Receivables Aging

 1

20. Please describe how payments are applied to a receivable (such as oldest first or by type, in
the case of multiple receivable types).

N/A - we do not have multiple receivable types.  However, if we encounter this
problem we will apply payments to the oldest ones first.

21. What types/percentage rates of penalty, interest and/or fees does your agency charge?

N/A

Page 903 of 919



22. Are these charges currently being applied?

Yes

No

23. Over what period of time does your Agency apply and update penalties and interest?

N/A

24. Are these charges reflected in your Accounts Receivable report?

Yes

No

25. How are they reflected? (i.e. part of the whole balance or broken out elsewhere)

26. Please identify the ways in which your Agency accepts payments.  Examples include cash,
checks, credit cards, electronic funds transfer and internal funds transfer.  If you have this
information on hand, what percentage is received from each source?  If you use third parties,
please describe that channel.

Ways in Which Agency
Accepts Payments

Percentage Third Party Used?  If yes,
describe.

1. Checks 50 % no

2. Internal funds transfer 50 % no

3.

4.

5.

27. Reviewing the performance of daily collection activity, please rate the payment application
process in your Agency on a scale of 1 – 5 .  1 = not problematic and 5 = very problematic

1
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28. Describe the current collection process your Agency takes to recover delinquent receivables
by providing the number of occurrences of a particular collection action over the life of a
receivable and the frequency of each action taken in the process.

Number Over the Life of the Receivable Frequency Between Each

Notice 2 30 days

Telphone Call 1 30 days

Email n/a

Field Visit n/a

Other: n/a

29. How many notices has your Agency generated in each of the last two fiscal years?  How
much has your Agency collected from those notices?

Number of Notices Generated Dollars Collected (in thousands)

FY 2003 2 $ 0

FY 2004 2 $ 0

30. Does your agency employ the services of a Private Collection Agency?

Yes

No

31. What are the criteria for placement with a Private Collection Agency (such as age, balance,
etc.)?
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32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

1. n/a

2.

3.

4.

5.

32. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2003.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

1.

2.

3.

4.

5.
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33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 1 of 2

PCA Name Compensation
Structure

Total #
AccountsPlaced

% of Inventory By #

FY 2004 n/a

1.

2.

3.

4.

5.

33. In the table below, please identify  the following for each Private Collection Agency:  Collection
Agency name, the compensation structure, the total number of accounts placed and the percent
of your total inventory these accounts represent, the total dollar amounts placed and the percent
of your total inventory these dollars represent, and the dollars collected.  Please provide this
information for fiscal year 2004.

Matrix: part 2 of 2

Total Dollars Placed % of Inventory By $ DollarsCollected

FY 2004

1.

2.

3.

4.

5.
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34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 1 of 2

Total # of Accounts
Placed

% of Your Inventory
This # Represented

Total Dollars Placed % of Your Inventory
This # Represented

FY 2003 n/a

FY 2004 n/a

34. In the table below, please describe your Agency’s placement of receivables with the Office of
the Attorney General, along with any fee they retained for collection for the last two fiscal years.

Matrix: part 2 of 2

Total Dollars Collected % Fee Charged

FY 2003

FY 2004

35. Please explain your criteria for placement of accounts receivable with the Office of the
Attorney General, Division of Debt Collection.

Delinquent accounts over $3000.00
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36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 1 of 2

Action Available Action Utilized FY 2003Total # FY 2004Total #

1.  Liens  No  No

2.  Levies  No  No

3.  Garnishments  No  No

4.  Seizures  No  No

5.  License
Revocation

 No  No

6.  Vendor Set-Off  No  No

7.  Tax Set Off  Yes  Yes 0 0

8. Withholding
Services

 No  No

9.  Other (1)  No  No

10.  Other (2)  No  No

Page 909 of 919



36. In the table below, please identify the legal action or enforcement your agency takes in
delinquent receivables collection, as well as the total number  of each utilized in the last two fiscal
years.  If an action is available but not utilized, please provide comments.

Matrix: part 2 of 2

Comments

1.  Liens

2.  Levies

3.  Garnishments

4.  Seizures

5.  License
Revocation

6.  Vendor Set-Off

7.  Tax Set Off

8. Withholding
Services

9.  Other (1)

10.  Other (2)

37. Do you need a court judgement to issue the legal action?

Yes

No

38. If yes, please identify which legal or enforcement actions require court judgments and
describe the process.

liens, levies, garnishments
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39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 1 of 2

Installment
Agreement  (Y / N)

Average Agreement
Length (In months)

Down payment
required/terms

Debtor Initiated by
Web (Y/N)

1.  Yes 36 n/a  No

39. Please identify in the table below if your agency allows installment agreements or payment
plans and if so, the average agreement length (in months).   Indicate whether you require the
debtor to make a “down payment” at the start of a payment agreement, and if so, what the
minimum percentage is.  Can a debtor initiate an installment agreement through the Web or over
the Telephone?

Matrix: part 2 of 2

Debtor Initiated by Telephone (Y/N)

1.  Yes

40. What percentage of your Agency's accounts are on an installment agreement?

Percentage (%)

21 %

41. What is your approximate percentage of installment agreements that go through to
completion, regardless of length?

Percentage %

 %
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42. Do some Receivable/Debt Types require payment in full (such that no payment plan would be
acceptable)?  Please list and explain.

Receivable/Debt Type Explanation

1. Interagency transfer Collected from other state agencies -
payment received in 30 days

2.

3.

4.

5.

43. Please describe how your Agency handles the bankruptcy process.

n/a

44. What was the total number and total dollar amount of bankruptcies handled for fiscal years
2003 and 2004?

Total Number Total Dollar Amount

FY 2003

FY 2004

45. Does your agency participate in any debt set-off programs?

Yes

No

46. Please describe the debt set-off programs.

Any delinquent account that is 60+days past due is turned over to Department of
Taxation. Name, address, SSN, and amount is included in submission.
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47. For the function of delinquent collections in your agency, please provide an estimate of the
staff resource requirements, whether salaried or wage, based on pay band.  If contractor
resources are currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5 .1

Band - 6 .2

Band - 7

Band - 8

Band - 9

Contracted Labor
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48. For the function of billings in your agency, please provide an estimate of the staff resource
requirements, whether salaried or wage, based on pay band.  If contractor resources are currently
used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .2

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

Page 914 of 919



49. For the function of receipts posting in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4 .2

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor

50. Does your Agency perform any skip tracing functions?

Yes

No
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51. For the function of skip tracing in your agency, please provide an estimate of the staff
resource requirements, whether salaried or wage, based on pay band.  If contractor resources are
currently used in this process, please also provide their total FTE.
 
If an employee or contractor is not dedicated full time to this process, please add up the
percentages of employee time to reach an FTE total by pay band.

FTE Count (include tenths)

Band - 1

Band - 2

Band - 3

Band - 4

Band - 5

Band - 6

Band - 7

Band - 8

Band - 9

Contracted Labor
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52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 1 of 2

Interface Frequency Automated Process Manual Interface

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:

52. What are the available sources and how are they accessed?  (for example, looking in a phone
book, automatic interfaces with skip tracing bureaus, other local, state, and federal data).  What
was the average # of receivables that required skip tracing for each of the last two fiscal years?

Matrix: part 2 of 2

If Manual, is there double data entry?

Phone Book

Credit Bureau

411

Agencies - Federal

Agencies - State

Internet

Postal Records

Other:
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53. Is information from other state and federal agencies available to your agency to aid in the
performance of collections, such as employer, bank or demographic information?  Please list the
information and the agencies from whom the information is available, the information available,
how you access the information, and whether you regularly use it.

Agency (Federal &
State)

Information Available How Accessed Regularly Used (Y/N)

1. Department of
Accounts

Controlling Agency Internet  Yes

2. Department of
Taxation

Set Off Debt Program Internet  Yes

3. Office of the Attorney
General

Leins Telephone, Letter  Yes

4.

5.

6.

54. If your Agency makes information available to other Agencies, please indicate which ones, the
type of information, and how it is made available.

Agency (Federal & State) Information Made Available How Information isMade
Available

1. Department of Accounts Final Accounts Receivable
Report

DOA website

2. Department of Taxation Indentifying information for
the Set Off Debt Program

Internet

3. Office of the Attorney
General

Indentifying information for
Leins

Telephone, Letter

4.

5.

6.
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55. Please list the goods and services for which your Agency is billing.

1.

Overpayment of payroll

2.

Clients that received for services, but were later reimbursed by Personal Injury
Settlements.

3.

Grant and Contract Reimbursements

4.

Employee Tuition Reimbursements

5.

.....................................................................................................................................

56. Please describe how you think the overall process of billing and collection of current and
delinquent receivables could be improved. Please identify the improvements you would make.

Instead of using Excel spreadsheet to keep up with delinquent accounts, may be
more feasible to use a database.  There are not that many accounts; therefore,

spreadsheets works for now.

57. Are there any specific state or federal laws or regulations that would make it difficult to
reengineer this business process?  If so, please provide the relevant citation.

Yes

No

Comments

.....................................................................................................................................

58. If you have any other concerns or comments about this functional area, please include them
here.
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